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ABSTRACT 

The project was conducted to evaluate the -vocational 
education reporting system in Virginia. Objectives were to determine 
if the student enrollment and followup information collected by the 
system is adequate for program planning by local school divisions; to 
revise the reporting system; to study procedures used in other States 
in determining manpower demand; to develbp an instrument to determine 
student demand for vocational programs; to revise the forms and 
procedures used in plans for vocational education; to determine 
availability and utilization of vocational education facilities in 
Virginia; to develop an instrument for gathering data on teaches' 
daily assignments; and to assist in developing computer software for 
program standards. It was concluded that while the reporting system 
is functioning reasonably well^ major revisions of farms and 
procedures are needed to -improve its efficiency. Materials resulting 
from and related to the project are appended. Included are: a report 
on adequacy of information to loca'lities (U pages) ; 1974 and 1975 
teacher guides (55 pages) ; a manpower demand state-of-the-art study ' 
(67 pages) ; vocational education student demand projection system (33 
pages); annual projected plan for vocational education and 
preliminary applications for Virginia vocational funds for 1975-76 
(87 pages); and a report on facility utilization study. 
(Author/HF) 
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Further Developoient o'* the Vocational Education 
Management Information l^ystem for Virginia (VEMIS-V) 



Simimary 

The Division of Vocational' Education St>^e Department of Education 
(DV2/SDI!) funded '^he project, based in the Division of Vocational and 

4 

Tic;..xlcw.l £ducc.tion, 7ir:^luia Polytechnic Institute and State University for 



cho :>cr^q|^uly 1, 1974 to June 30, 1975, , 

,< ' 

i\i2 objective's of tne proj^icc were to decerifiine if the enrollmenL: end 
follj>\,-up inforuicLion collected by tha Vocaizional Education r^eporting System 
(VL- 5) IS aderuaua for nesting accounicability requireHient and for evaluation 
nnd planning of vccauional education programs by local school divisions;" zo 
r3V-.s^ and updaza VIRS in accordance V7ith tha ch&rigiug inf or.T.ation needs; -O 
stui; ::he procedures being used in other scates in determining manpouer c^— 
.n-n^ and to recc:".:ind procedures for use in Virginia; uo develop and valiaate 
an :,..3truxent for use in determining the student demand for vocational prc- 
gra':;: to revise the forms and procedures used in developing annual and 
fivj-ycar local plans for vocational education; to determine the availability 
rnd jtilioation of vocational eaucacion fo^^iliVies in Virginia; to develop 
an : ■-::rorument for gathering d'ata on the daily assignments of teachers; and 
00 assist in devc! coing the softr^are for computerizing a set of program 
€>tand x{s and deco^mine if pro;^rw.'S meec these standards. ^ 

The procedure f ollo\ ed co accomplish the above objectives varied wioh 
:t.c". cb/oociVw. In general, the ta^ks required of th.6 project w'ere ac- 
cc--., Mshed by the project otaff members with 'direct assistunca a;;d :onoulrntion 
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frcn zha staff of the Divisions of Vocational Education and Educational 
Research and Statistics, State Departu'ent of Education, 



Pro'^cu Staff 



V 



Tr.e projGtct staff included one faculty neinber and one stendrtypist. 
.:;e ..ir^cccr cf zr.z pcoject was not a line member of the project stc:ff , 
-ove-v'^r lie did provide assistance in cotnpletiia| the objectives in addition 

■ ^ . ' ' 1 . ■ 

:o v^-^-ii.; tr.e ac:;::.nisurat:cr fcr tzhc projec^. 



^ \ d A c CO"" 1 1 5 h: : an t 



.^1 evdiuacici of the Vocational Education Repor::ing Sysuem (VERS) in- 
diccced chat the syocan is functdcntng reasonably we'Jl Major revisions of 
sc'sz procedures .T,a^e as a res.ulc, of this project shoo id -Ltnprce VERS, ,^.e 
devolo-T.ont of aa acditional" report in^ for .a for teach ej daily assigiinent., 
a procedure for deLermining stucient demand for vocationr^Z, edvciaticn prc^r^.r,, 
and revision of the fortis and procedure^ foe ^the ar^ual r.v' , five-year local 
plan^ are ocher major accomplish:! e.^ts of this project. 

x*o chird parcy evaluation was required. The staff of ti\e Divisions of 
Vocati na). -ducr.i;^ -:d Educ^fclo: ^.esearcn and Statistics, State DepartmenL 
o: £ s.*Cc,:ion, provided cor rinuv^as evaluation. 

C on c 1 ' ^ 1 3 a r. d " c *nr»i^^ da r i 



' ';lIov;^n'j; ^oncldw.lun.> c^.d :"C:coh<ir...i*icat.iori.s were reached: 
'iiic. Vocauiuual dducaoion Reportin.^. Sy^^te^ (VERS) seems to be 
meeting a portion of the cl-;ta needs of the Division of Voc tlom;! 
Ilducaticnj State DcpartmcriL of Education a/.-' ::\e Icc.l :.^h>oi 
divisions. It is recommended that an extensj-vc: e''alua::ion of thl,s 



system be conducted to deterndae the full extent to which the ^ 
data needs are being met, especially with respect to the major 
ch^inges initiated binder; this project.* | 

The follc:7-up of former students cpnducted as a part of VERS 
provider the needed data fac_^the state. However, it seems that 
th^ HtiLcs of the local s^aool divisions may not be full^ met. 
It is rccojunauclid that a study be, conducted of the follow-up 
vlata needs or localicies and procedures incorporated into VERS 
\j:dc.i meet those needs. 

' 

T^.e conc^pc of a uianageuienc information system is a viable one* 
for vocacicnal educauior* in Virginia.' This project Expanded this 
co.iccptj .towever much can yet be done to improve the efficierxy 
of ihe s>3t(^n: through further dGvelop...ea-t of VZ?>S and computer- 
ization of portions of the planning documents and program 



THE PROBLEM y . \ 

Evaluation and planning are ess^rtial if vocational education is to be 

responsive to the needs of students, employers^ and society,. The success of 

boch evaluation and planning is greatly dependent upon the availability of* 

valid, reliable 5 and tiiS^ely information. Three important questions arise: 

(jl) './,cit are che inforiLation needs of vocational education decision makers?, 

(2) '\\at machods s/.ould be used to systematically collect and. make available 

che xnfornacion needed by vocational decision makers?, and (3) How can the 

inrori^acion be used in evaluation and planning? Question 1 has been generally 

a;is;:cred in desi ~nang the information system discussed below. Tliis research 
« 

will deal v/itih inat;hods and procedures for collecting and using specific types 
of information. 

3 a c ■ : o ^ n d Info r n i: i on " 

In 1971, a research effort, knovm as the Vocational ^^^^^-ioJ^ Evaluation 
Project (VECP) 5 \:as initiated in che Division of Vocational an<3^ Technical 
Educacion, Virginia Polycechnic Instiuute and State Univers-icy. ThiSltproj ect 
\-:dc. lus.ded by the Division of Vocational Education, State 'department of 
£ducazi.on (DVE/SJE) and had as it^ primary objective the development of a 
nana^^^r.enc information system for planning and prograimning ot vocational 
educacion. It is envisioned that the systes^i, when completed, will include 
coir.oonents to furr.ish information in the following areas: 

1. Student enroIlmeiiL: by nrog.ram and program information 

2. Follow-up of former sLudents 

3. Persor»ncl resources available 
Facilities and equipment available 

5. Financial resources available 

5. Manpower demand and student needs and interer.cs 
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Developmental efforts thus far hvve been concentrated in the first two 

areas which deal with enrollment and follow-up information. These have been 

coLibined into what is called the Vocat itnal Education Reporting System (VERS). ^ 

This system is fully ^erational throughout Virginia, For future developmental 

effort-s, priority has been given co areas four and six which include facilities* 

and equipment, inanpower demand, and student needs and interests,. The research 

pjo^ jscd here will deal with che&e priority, areas and will also include revising 

a::d •-pd^.^inij VZ?vS as needed. A vocational education facilities and equipment 

• * 

ucilli^ation mode]./ under development in a study funded by the Virginia State * 
Advisory Council on Vocational Education, will be considered for use in this 
researcli^ 

OBJECTIVES 

The major objective of this research is to further develop VEMIS-V. The 
contributory objectives are: 

1. To^dcLerr-ine if the enrollment and foXlow-up information collected 
by VE?tS is adequate for meeting accountability/i;equirements and 
for evaluation and plarming of vocational education programs by 
local school divisions. 

2. To revise and update VERS in accordance with the changing infor- 
mation needs. 

3. To study che procedures being used in other states in* determining 
manpower de.aand and lo rccoimncnd procedures for use in Virginia. 

4. To develop and valid»il;c^ a.: iusLriiiiis^ui: I'or use in determining the 
student demand for vocational programs. 

5. To revise the forms and procedures used in developing onnu.:! and 
five-year local plans for vocational education* ^ 
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6. To determine the availability and utilization of vocational education 
facilities in Virginia, \ 

7. To develop an Instrument for gathering data \n thp daily assignment's 
of teachers, ^ ^ » . 

8. To assist in developing the software for computerizing a set of 
program standards and determining if programs meet these standards. 
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phoceUupes followed . 

^ The procedures followed in accomplishing each of the objectives varied, 
therefore each objective will be discussed separately • 

Objective 1. ^ ^ 

Survey instruueats were mailed to 130 superintendents and 142 VERS 

coordlua::ors/directors of all school divisions in Virginia, The cover letter 

roquc:-.i:ed them to evaluate the adequacy of information of seven VERS reports. 

Four rating iterjs were used to' evaluate each report. ^ 
The seven VERS reports were: 

1. Preliminary Enrollment by Service 

2. Preliminary Summary of Disadvantaged and Handicapped 
by Service 

3; Preliminary School Enrollfnent Totals from VERS Form 1,1 

4. Finc:i Seconaary Enrollment and Completion by Service 

5. Final Secondary Disadvantaged, Handicapped by Service 

6. Final Adult Enro*llment by Service 

7. Final Adult Completion by Service. 
The four rating items were: 

U: Contains very useful information for program planning and/or 

program evaluation. 
I; Information is important for planning and evaluation but it is 
not in a form which can be readily used in our current planning 
and evaluation system, 
MR: I have seen the report but have not read it. 
NS: I have not ^ecn the report. 
During a six weeks period, completed instruments were received from 35 
superintendents and 107 VER& coordinators/directors. 

-7- 
11 
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Objecr.ive 2. 

Changing data needs and iinprovemnit of the system required revisions in 
the Vocational Education Reporting System forms and procedures. The revisions 
were made by the project staff based on the survey conducted as described 
above and continual consultation with members of the Divisions of Vocational 
Education and Educational Research and Statistics, State Department of 
Zducation. . ^ 

Objective 3. 

A state-of-the-art study was conducted to determine manpower demand 
systems now in use in other states^nd to assess the system currently being- 
used in Virginia. Systems from Oklahoma, Kansas, Minnesota, and Pennsylvania 
were studied by the staff. Three agencies in Virginia were studied also. 

Gojective 4. 

Work\was initiated as a part of VEEP during fiscal year 1574 to develop 
and field test an instruinent for 'use in determining student demand for voca- 
tional programs. This work vzas finalized and the Vocational Education Demand 
Project System was established. - » ' ^ 

Objective 5. 

* * * 

The forms an^ prxjcedures being used in^developing local plans -w.ere 

studied and revised on the basis of consultation with personnel in the ' 
Di^^ision of Vocational Education, State Department of Education and personnel 
in local school divisions. 

Objective 6. 

A study to determine the utilization of vocational education facilities 
was proposed. This study was to build upon the model developed in a study 
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. ^funded by ItKe Virginia^ State Advisory CouDcil on* Vocational EcLucation. 



y^Obj active 7. • • " ^ " ' * . 

Ns^An iijstruiiien€ fox gathering , ^teacher, daily assignments^ata w^s developed 



in ^consultation vn.tl>,the Division of Vocational Education, State Department 
of Education staff. * * ^ ^ ; ' 



Objective 8. ■ ' , 

^^ae set of program standards to be developed by the Division of Vocational 
' ^ Education, State Department or Education was to be computerized so that ap- 
p4:icatioa'^or. program approval could be entered into the computer and com- 
^ pared with- th.^''>st>andards. 




PROJECT STAFF 

'The project staff included one faculty member and one st eno- typist . The 
director of the project was not a line member of the project staff, however 
he did provide assistance in completing the» objectives in addition to being 
the administrator for the projects ^ brief vita for the direy:tor and 
staff aembej are included on the following pages. 
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RESULTS AND ACCOMPLISHMENTS 
Each objective will* be discussed separately. 

Objective 1. 

Analysis of the data received from 35 superintendents and 197 VERS 
coordinators indicated that VERS must be revised" to reduce time and effort 
on the part of the local personnel and reports should be returned in less 
time to the localities. A copy of the report of the study is included in 
Appendix A. 

Objective 2. 

Several revisions were made in VERS for 1975. Tnese changes were the 
result of the evaluation survey, suggestions by members of the Divisions of 
Vocational Education and Educational Research and Statistics and a change in 
the optical reading equipment available to process the various forms. One 
major revision is the change from an individual student form at the beginning 
of school to a class enrollment form. Other changes included designing the 
follow-up forms to be optically read. A copy of the 1974 TEACHER'S GUIDE 
which was printed and distributed by this project is included as Appendix B. 
The 1975 TEACHER'S GUIDE which was developed by this project is included as. 
Appendix C. 

Objective 3. 

A copy of the report resulting from the state-of-the-art study of man- 
power demand systems is incliided in Appendix D. 

Objective 4, 

The work in a student demand projection system was finalized under this 
project. ^There are two major^uses of this system: (1) to aid localities in 

-13- 
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making student surveys when planning new vpcational programs and, (2) to aid 
in making a reasonable projection of student enrollments each year in existing 
vocational education programs.^ The bulletin describing the complete system 
is included in Appendix E. ' ' , , 

Objective 5. 

A copy of the Annual Projected Plan for Vocational Education and Prelimi- 
nary Application for Virginia Vocational Funds for 1975-76 is included in 
Appendix F. 

Objective 6. . 

A* preliminary -report (Appendix G) concerning the development of a facility 
ulitization system was prepared. After "review of the mo^l developed by a 
study funded by the Virginia State Advisory Council on Vocational Education 
and a change in priorities in the State Departmfent of Education, no further 
work was done toward ^the accomplishment of this 'objective. 

Objective 7. ^ 

An instrument for gathering data on teacher daily assignments was 
developed in consultation with members of the Division of Vocational Education, 
State Department of Education. A copy o f^ the ^orm and instructions are in- 
cluded in Appendix H. ^ ^ > 

Objective 8. • • 

No progress was made oji this objective as the program standards for 
vocational education to be developed 'by the Division of Vocational Education, 
State Department of Education were not finalized during the petiod of this 
project.' 
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, EVAI.UATION * * 

No third party evaluation was required for this project.. A continuous 
^ evaluation was conducted, however since all work was done in close cooperation 
with staff members of the Divisions of Vocational Education, and Educational 
Research and Statistics, State Department of Education. 

CONCLUSIONS, IMPLICATIONS AND RECOMMENDATIONS 
The following conclusions and recommendations were reached; 
1. The Vocational Education Reporting System (VERS) seems to be meeting 
a portion of the data needs of the Division of Vocational Education, 
State Department of Education and the local school division. It is 
recommended that an extensive evaluation of this system be conducted 
to determine the full extent to which the data needs are being met, 
especially with' respect to the major changes initiated under ,this 
project. ; ' ' . • 

V 2. The follow-up of 'fprmer. students conducted as a part of VERS provides 
the needed data for the state. However, it"' seems that the needs of 
the local -school divisions may' not be fully met. It is recommended 
that a sfeudy be coi^ducted of the follow-up data needs of localities 
and procedures Incorporated into VERS which will meet: those needs. 
, 3. The concept of* a management information system is a viable one for 

vocational education ^in Virginia. This project expanded this concept, 
however, much can yet be done to improve the efficiency of the system 
' through further development of VERS dnd computerization of portions 
of the planning documents and prograoa standards. 
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APPENDIX k"'"^ 
REPORT ON ADEQUACY OF VERS INFORMATION 
TO LOCALITIES 



Report on Adequacy of VERS Information .to Localities 
(Prepared by P. S. Vivekananthan) 




Preliminary Enrollment by Service 
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Survey instruments were mailed to 130 superintendents and 143 VERS 

t 
t 

coordinators/directors of all school divisions in Virginia. The cover letter 
requested them to evaluate the adequacy of infonjiation of seven VERS reports. 
Four rating items were used to evaluate each report. 
The seven VERS reports were: 
1. 

2. Preliminary Summary of Disadvantag^^d and Handicapped 

by Service - I 

I 

f 

3. Preliminary School Enrollment Totals from VERS Form 1.1 

t 

^ 4. Final Secondary Enrollment and Completion by Service ' 

5. Final Secondary Disadvantaged, liandicapped by Service 

6. Final Adult Enrpllment by Service 

7. Final Adult Completion by Service.* 
* The four rating items were: 

. U: Contains very useful information for program planning and/or 
program evaluation. I 
I: Information is important for planning and evaluation but it is 

i 

not in a form which can be readily} used in our current planning 

and evaluation system. ,v j 

Nil: I have seen die report but have noj: read it. 

NS: L have not bucn Lhe ^report. I 

'j 

During six weeks period, completed instruments were received from 35 
superintandents and 107 VERS coordinators/directory. Frequency distribution of 
responses of each group is as follows: 
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Superintendents (Responded: 35, Total: 130) ! 
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VZ?v$ Coordinators/DirecHzors (Responded: 107, Total 143) 
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Tlie data show that a majority o£ superintendents and VERS coordiaators 
ir^dic^ted that che seven reports were useful in planning and evaluation (U rating 

item). However, a lar^e number of respondents indicated that the reporco \7erG 

i 

woe clie forms jhat could he reaoiiy used at the local level (I xziC\c. \ I .ji..) . 

^ i 

''<_vew.i^ rcr>jiO»uiciics a.lr>o comnKMitod chat the rc;>oi^ts were act Uijcuil been ." ili' y 

cild no J receive them in time to prepare the ar.aual update or five-year plduaiay 

I 

documents. Comments made by the respondents are Icategorized under three headiu^b 
and are given below: 



" • 21 i 



-3- 

Additional Reports Needed ; 

!♦ Follow-up results of former vocatipnal education students* 

2. Adults follow-up results. 

3. Historical enrollment data. ^ 

4. Current ^statistics on employment opportunities. 

5. Comparative report on projected enrollment f,rom annual- and 

five-year planning document and actual enrollment. 

I 

6» Student's plans ox continuing education* 
7. FTE data. ,^ ! 

S. Coruparative enrollment figures across school divisions. 



1. The amount of time and effort expanded in VERS is not worch it. 

i 

2. E;-»rolli^.ent information is quickly available through VERS T-7. 

3. Xaybe useful at the State level but not ac local level. 

4. Reports are useless unless the localities receive in time Co 
prepare annual and five-year plc^nning documents. 



Miscellaneous 



1. One LEA would like to explore tl'^e ij>ossibrility of ^Topying some ' 

of student's background data from their computer tape to a tape 

1 

that' can be used at the State dcpaij^tment^ instead of completing 
VERS 1.2. ! 

_ . ! 

2. Specific clarificatic^ on funding procedures related to number 



of btudonts, tcachi^iTs and the purchase of equipment. 

I A, 

];.»:;c<l Oi\ Lhv! GvU'Vcy rc^^ulc;,, I lie rol.JowLu;^ ijcconiiiujndatious acc ma<u': 

1. VERS must be revised to cut -down effort and time. 

i ' - 

2. Enrollment reports taken by teachers and students should be received 

!• 

by the LEAs in time to prepare annual arid five-year pl'anning documents. 
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In addition to the seven reports, the following reports are made 
available. 

a. Man-power Demand Projection Data. 

I 

b. Follow-up Survey Results. ' j 

c. Comparison of Projected Enrollment Figures as Given in the 

Annual and Five-Year Planning Document and Actual Enrollment 

1 

Figures as Obtained ^through VERS. i 

j 

d. Historical Enrollment Data Irrol^en down by Service and Grade Level 

1 
j 

if possible. • 



23 •; 



APPENDIX B 
1974 TEACHER'S GUIDE 

f. 1 

« 




Virginia 

Vocational 
Education 

Reporting 
System 

<k 

TEACHER'S GUIDE 



Vocational Education Evaluation Project 
Division of Vocational and Technical Education 
College of Education 

Virginia Polytechnic Institute and State University 
Blacksburg, Virginia 24061 

and 

Division of Vocational Education and 
Division of Educational Research and Statistics 
State Department of Education ^ 
Richmond, Virginia 23216 

July, 1974 



'-CI- 
TABLE OF CONTENTS 

^. •» Page 

Introduction and General Information for Teachers 1 

Virginia Vocational Education Student Enrollment Form, VERS 1.2 

Instructions for Teachers 3 

VERS 1.2 Form A 

Directions for Students, Report "Form VERS 1.2 5 

Teachers 's Script for Giving Instructions to Students . ^ 6 

Virginia Vocational Education Adult Enrollment^ Form, VERS 2.2A and 2.2B 

Instructions for Teachers lA 

VERS 2.2A Form ^ 17 

Directions for Teachers, Report Form VERS 2.2A . . 18 

VERS 2.2B Form ^ 19 

Directions for Teachers, Report Form VERS 2.2B^ * . 20 

Virginia Vocational Education Program Termination o/ Completion 
Form, VERS 3.1 IK 

Instructions for TeacBers ..... s , 21 

Termination or Completj^on Codes ' * 22 

RequiTements for Program Completion at the Secondary Level .... 23 

Definition of Relat»3^ield or Occupation • • • 

VERS 3.1 Form* 25 

Virginia Vocational Education Adult Preparatory Student Completion - 
Ford, VERS 5.2A and 5.2B 

Instructions for Teachers 26 

Item by Item Script for VERS 5.2A and 5.2B 27 ^ 

VERS 5.2A. Form ^ 30 

Directions for Students, Report Form VERS 5.2A 31 

VERS 5.2B Form ... * ^ 32 

Directions for Students, Report Form VERS 5.2B 33 

Appendix A: 0. E. Codes '3A 

Appendix B: Vocational Education Course Cod^s 35 

Appendix C: Division^ Codes 38 



VIRGINIA VOCATIONAL EDUCATION REPORTING SYSTEM 
Introduction and General .Information for Teachers 



The Vocational Education Reporting System (VERS) was developed by the Vocational 
Education Evaluation Project staff* Division of Vocational and Technical Education, 
Virginia Polycechnic Institute and State University, in cooperation with che staff of 
the Divisions of Vocational Education and Educational Research and Statistics, State 
Department of Education^ VERS is designed to provide the data needed for evaluating, 
planning, and budgeting vocational education programs in Virginia. In the process of 
gathering these data, VERS will reduce the reporting tasks of teachers, provide a 
imiform information collection procedure across all vocational services, and provide 
more accurate data. The operation of the system is under the supervision of the 
Coordinator of Vocational Education Research and Statistical Information, State 
Department of Education. This individual work5 with VERS coordinators in each school 
division of the State. All data processing ib done in the Division of Educational 
Research and Statistics, State Department of Education. 

Eight data culleulion instruments are used in VERS: Virginia Vocational 
Education Student Enrollment Form, VERS 1.2; Virginia Vocational tducation Adult 
Enrollment Form, VERS 2.2A and 2.2B; Virginia Vocational Education Program Termi- 
nalluu ur Completion Form, VERS 3.1; Virginia Vocational Education Follow-Up Form, 
VERS 4.2; Virginia Vocational Education Adult Preparatory Student Completion Form; 
VERS 5.2A and 5.2B; and the Virginia Vocational Education Follow-Up Form for Adult^ 
Preparatory Completions, VERS 6.1. 

VERS forms have been extensively revised. Destroy all forms you may have from 
the past school year. 

h 

Virginia Vocational Education Student Enrollmeat Form, VERS 1.2 - • ^ 

This student enrollment form is designed to obtain information about vocational 
students and vocational programs. Information from this' form , will be used for . 
funding of .vocational education programs. You will receive copies of the form trom 
the Virginia Vocational Education Reporting System coordinator in your school or 
school division. The forms are to be completed by your students during class on or 
about September 30. If you enroll a new student after September 30, submit a VERS 1.2 
form* on that student to your school or division coordinator immediately . Included in 
this guide is a complete scriptO^or your use in explaining the form to your students. 

Virginia Vocational Education Adult Enrollment Form, VERS 2.2A and 2.2B 

The. VERS 2.2A form (blue color) is used to collect summary enrollment information 
abQut students in reimbursed adult vocational programs. Information from this form 
will be used for funding of adult vocational education programs. It will be sent to 
the individual in each school division designated to hajidle reimbursement for adult 
vocational programs. This individual will distribute copies to you for completion 
at the conclusion of each adult course. The completed forms will then be collected 
by the same' individual and mailed to the appropriate state supervisor. 
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The VERS 2»2B form (magenta color) will be distributed by the VERS coordinator 
^ to those of you who are teaching vocational education courses which are not reimbursed 
by state vocational education funds. Do not complete the forms for adult classes that 
are not considered vocational education. The VERS coordinator will collect and mail 
the - completed forms for non-reimbursed courses to the CoordJ.nator of Vocational 
Education Research and Statistical* Information. 

Virginia Vocational Education Program Termination or Completion Form, VERS 3.1 

The information from the VERS 1.2 forms will be stored on conq>uter tape and will 
be continually updated as additional VERS 1*2 forms are submitted on new students. 
The Virginia Vocational Education Program Termination or.Xompletion Form, VERS 3^-1, ^-is 
a computer printout. It contains the names, identification numbers, and O.E. Codes 
for all students for whom a VERS 1.2 form has been submitted during the year. In 
f addition, VERS 3.1 will contain four items to be checked relative to the status of the 
students. You will receive the VERS 3.1 form from the VERS coordinator in your school 
or school division in May. After you have"^made the checks, the form is to be returned 
to your coordinator before M^y 31. 

» 

Virginia Vocational Education Follow-Up Forms 

The secondary students to-be followeu-up will be identified on the basis of the 
VERS 3.1 forms. They will complete the Virginia Vocational Education Follow-Up Form, 
VERS 4.2. Information from the VERS 5.2A and 5.2B forms will be used to identify 
the adult preparatory students tio be followed-up. The adult students will complete 
the Virginia Vocational Education Follow-Up Form for Adults Preparatory Completions, 
VERS 6.1. The follow-ups will be conducted directly with the former students, thus 
relieving you of the responsibility of following up students for reporting purposes. 

Virginia Vocational Education Adult Preparatory Student Completion Form, VERS 5.2A 
and 5.2B ^ - 

The studen^ rnmpletion forms are designed to collect individual data about 
students who have fulfilled the requirements for completion of adult preparatory 
programs* These data are collected in order that a foll(3w-up may be conducted 
directly with the former adult students. The VERS 5.2A form (aqua color) is for 
students completing reimbursed adult preparatory programs. The VERS ^.26 form 
(purple color) is for students completing adult preparatory 'programs not reimbursed 
by state vbcational education funds. A complete script is included in this guide 
for your use in explaining the form to your students. 
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VIRGINIA VOCATIONAL EDUCATION 
STUDENT ENROLLMENT YOm, VERS 1.2 

INSTRUCTIONS FOR TEACHERS 



1. This form is to be ccs:pleted by students on or about September 30. Students who 
are absent on that day' should complete the^form as soon as they return to class. 
If new students enroll after September 30, submit forms on them to your school 

« or division VERS coordinator immediately . ^ 

2. A form should be completed for each course in which the student is enrolled. 
This is a change from procedures in past years. 

3. On the day bpfore ycu plan to use the form, ask the students to: 

a. bring a soft lead pencil (//2 preferred) to use in filling out the form. 

b. know their zip code . 

c. bring their socia l security number if they have one. 

4. If some students dp not have their zip code or social security number on the day 
the forms are completed, keep their forms separate and have the students fill in 
the missing information the following day. 

5. Please study the teacher's script included in this guide. It is written so that 
,you may read it verbatim to your classes. Several items in the script contain 

blanks.' Fill in the blanks provided in ^tems 1, 2, 12, 13, 15, 18, 19, 20 and 
22 before class. Use your judgment as to the method of presentation. 

6. Students taking a course in anoLlier school, such as a vocational center, should 
use the codes for the school where the course is offered (items 18 and 1?), as 
well as the code for their home higli school division (item 21). 

7. Listings of special codes which you will need are included in the Appendices 
of this guide. 

Appendix A: 0. E. Codes (U. S. Office of Education Codes) 
Appendix B: Vocational Education Course Codes 
Appendix C: Division Codes 

8. The form VERS 1.2 should be completed by all vocational students in all approved 
courses, except as follows: 

a. Business education: the form should be completed only by those students who 
are in a vocational business course or who are enrolled in general business 
or beginning typewriting courses with plans to continue in the vocational 
business program. 

b« Industrial arts: ^ the form should be completed only by thos^e students 

• enrolled in the courses listed on the Vocational Education Course Codes list 
in Appendix B of this guide. 
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DIREeTIONS FOR STUDENTS 
FORM VERS 1.2 



Virginia Vocational Education 
Student Enrollment Form 



THE INSTRUCTOR SHOULD REFEfl TO THE VERS TEACHER'S 
GUIDE IN AiuiN^THE STUDENT TO COMPLETEJHE FORM, 



-^AMRLEUMARKS- 



USE' A NUMBER 
2 PENCIL ONLY. 

DO NOT FOLD 
OR STAPLE. 



A. ys8-N<h-2-pen€41s^v^fOi5^-5houtdbe^eFas8d€€nffpletel^ 

Do not use ball point pen. 

B. Where boxes are provided, write information in the boxes (one letter or number to a box), then blacken 
the letter or number below which matches each letter or number in the box. Make long straight marks 
as shown in the example . Do not make dots or circles. Do not extend a mark into an adjacent column. 

C. Examples for complpting student's name and address: 

Student's Name - Enter last name beginning first letter in first box. Leave an empty box after 
final iBtter of last name, do net blacken any space below the empty box . Begin first name 
. in box immediately after the empty box . Leave an empty box after the first name. Write middle 
initial in box immediately after empty box. It is important that middle initial be included in 
name. In some cases the first name will have to be abbreviated to allow space for the middle 
initial. ' 

Example: William M. Jones, Jc ' , 
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Student's Address - Street Address, f.O, Box Number, or box and route number. Abbreviate 
when necessary, especially words'such as West - W; Road - R; P.O. Box - POB or B; Rural 
Route - RR or RFD. Leave an empty box between sets of numbers or words. 

Example: 1254 West Davenport 
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Thank you for your cooperation. 

Division of Vocational Education 
State Department of Education 
3 2 • Richmond, Virginia 23216 " 
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VIRGINIA VOCATIONAL EDUCATION STUDENT ENROLLMENT FORM, VERS 1.2 



TEACHER'S SCRIPT FOR GIVING 
INSTRUCTIONS TO STUDENTS 

^ I* 

Information from this form is used for determining the amount of state funds to be 
reimbursed to you^ £i;Aool.Qivision for vocational education programs. Errors will 
affect the amoun t of dol^Ilt^"^ coming to your school divigion ; therefore , all items 
should be accurately completed ! 

SoTi-pt type may be read to the students; regular type is instructions or explanations 
.pjrovid^d for yoiir^benefit . - ___ 



Write answers to items 1, 2, 12, 13, 15, 18, 19, 20, and 22 on chalkboard. / As 
class begins, be sure all students have soft lead pencils . Ball point pens 
canno t be used. 

Information from items 11, 12, 13, 14, 15, and 24 is extremely important for 
use in determining funding for each school division. 

We have been asked by the State Department of Education to complete a student 

enrollment form today, This^ school division receives state and federal funds to 

help finance its vocational programs. In order for the State Depui^iment of 

Edunat.'on in Richmond and the U. s\ Office' of Education in Washington, D. C. to 

plan and budget for' vocational education, they must have certain information 

concerning the students enrolled in the programs throughout the state. The 

information you are being asked to give may be available but not necessarily in 

the form. needed by these agencies, 'it is importunl that you fill out the form 

correctly today because tjtie information on tt will be used to contact many of you 

approximately six months after you graduate from high school. At that time you 

f 

will receive a questionnaire asking for informazion such as your present cob, 
where you worky kind of skills you overusing, etc. I encourage you to complete 
the form when it arrives and return it. The information will be valuable for 
* improving vocational programs in the future in this schodl as well as across 
the spxte. *' * r 

. o A . ■ . •■ : ■ - 
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Pass out the forms. If you are envolled in other vocational courses^ you will 
be completing a copy of this form in those courses also. As you receive the ^ form j 
read the brief directions on the back of the form and notice the sample marks in 
the upper right-hand comer. Be sure to mark the form as shown. • DO NOT MAKE DOTS 
OR CIRCLES. MAKE ONLY ONE MARK IN EACH COLUMN. DO NOT EXTEND A MARK INTO AN 
ADJACENT COLUMN. As you code the form^ be especially careful not to interchange 
the 0 and Q. If you make an errdr^ be sure to eras e it com pletely. 

Item 1 - School Name 

The proper name for this school* is ; . 

Print the name in item 1 as it appears on the board. 

Item 2 - Course Name 

Item 2 is the name of this course. Print in ^ just as it 

is on the board. Many tourse names a3?e long, so abbreviate. Use the Vocational 

Education Course Cbdes list (Appendix B) to determine the proper name. Do not use 

the course code number in item 2, but make note of it for use in item 20. 

* ' N 

Item 3 ~ Student's Name 

Item S is your name. Print your last name first in the boxes ^ -one letter per 
boxj starting at the left-hand side. Be sure to keep the letters within the boxes. 
Lea:oe a blank box after the last letter of your last narriej then print your first 
name. Again^ leave a blank box after the last letter of your first name and then 
print your middle initial in the next box. Yoli^^must have room for your middle 
initial; therefore^ you may have to abbreviate your first name^ possibly using 
only the initial. Students having titles in their names such as Junior, should 
place the abbreviation for the title after the middle initial. After you have 
printed your complete name^ blacken the space corresponding ^to each letter of your 



nam^ in the' Qoliwm diveotly below each letter of your name. • Be sure that you make 
only one code mark in each column. Do not blacken any space belai) the empty boxes. 
Students not familiar with this type of optical scanning form should be warned to 
be careful to stay within the small brackets on either side of the letters or 
number^ and not to interchange the letters 0 and Q. 

Item 4 - Permanent Street Address, P. 0, Box> or Route and Box 

Item 4 is your pemanent street address. . As mentioned earlier^ many of you will 
be contacted for follow-up information after you graduate. Those forms will be sent 
to the address given in item 4. Someone should be living at this- address who will 
always know where^ to contact you. Follow the same procedure as with your name. Skip 
a space between each part of the address. DO NOT INCLUDE THE CITY OB STATE in this 
section. Abbreviate words in the address when necessary. Blacken in the correct 
space in the columns below the letters or numbers in the address. 

Item 5 and 6 - City, Town, or Post Office and State 

Items. S and ^6 are the city^ town or post office and state in which your mail is 
received. Print the city name in item 5 and 'then i(lacken in the space corresponding 
to each letter. Indicate the state in item 6 by marking the space corresponding to 
the correct state. 

Item 7 - Zip Code 

The zip code is item 7. Be sure to put in the correct code number and then 
blacken the spaces below. 

Item 8 - Age 

Age is item 8. This is your age as of September 30. ,Writh in your age and 
blacken the proper space below e'ach number i 
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Item 9 - Social Security Number 



Item 9 calls for your social s-e'curipy number. This will be used for identifi- 
cation purposes only. If you do not have a numberj blacken vji the' space at the 
bottom of the section where,, it says "Mark here if no social security number. " Enter 
only the numbers^ ^do not put in the hyphens. Do not skip any spaces in the number: 
Blacken in the proper space below each number. Remember, social security numbers 
are on driver's licenses and may be on other identif ication^a?ds. If some students 



do not want to give their social security number, tell them to mark "no social 
security number." 

Item 10 - Ethnic Group 

Item 10 is ethnic group. If you consider yourself to be of American Indian 
origin mark American Indian. Please note, that the first category' is for American ^ 
Indians and not Americans in general. If you consider yourself of ' African or Negroid 
origin mark Negro or Black. Students who consider themselves to be of Spanish 
speaking origin^ such as Mexican^ Puerto Rican^ Central American^ Cuban^ or Latin 
Anericanj should mark Spanish American. Those students considering themselves 
Chinese^ Japanese^ or other Oriental origin should mark Oriental. Those of you who 
consider yourself Caucasians or of another ethnic group not previously mentioned 
^ should mark Caucasian o'r Other. Some students may not wish to indicate their ethnic 
group. Do not insist that this item be completed by the students. It should be 
completed by' teachers if nbt completed by the students. 

Item 11 - Number of Courses Enrolled in from this Program (Vocational Service) 

Indicate the number of courses yoware taking in this vocational education 
service. A student marks the number of courses he/she is taking in the particular 
vocational education service. For example, if a student has enrolled in Trade and 

--'^ 
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— Caution: A student does not count the courses he/she is taking outside the 

particular vocational education service. For example, if the student is taking 
a Business course as well as Trade and Industrial courses, the total should not 
include the Business course, which is outside the particular service being 
considered. You as the teacher will know the number of courses in your vocational 
education service in which each student is enrolled; ^therefore, you can supply this 
information to the student. 



Item 12 - Number of Periods in this Course Each Day 

For item 12 y ^111 in . This is ihe nymhev of periods you are in tJvis 

course caoh day. If this course uses modular scheduling, students should not 
complete item 12. ^ 

For cooperative students^ the number o\ periods in a course each day is based 
on the number of periods in class daily plus the number of released periods from 
the school for on-the-job training. For example: a cooperative education student 
in Stenography II for two periods a day, and released two periods for on-the-job 
training, will report four periods. 

Item 13 - Minutes Per Period 

In item 13^ fill in the number . This is the number of minutes the course 

meets per period. Include instructional time and a reasonable amount of time for 
changing classes. If this course uses modular scheduling* students should not 
complete item 13. 

Item 14 - Modular Scheduling 

If this course is on a modular schedule, ask the students to blacken the space 
in item 14. If this course is npt on the modular ^^dule, ask them to omit item 14. 
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Item 15 - Length of Course in Weeks 



Fov item 15 ^ fill in the number j •j This is the total number of weeks the course 

meets in the sdhool i^ear. The tot^l number of weeka should not exceed a maximum of 
thirty-six. Courses meeting for seven, eight, or nine weeks should be marked as ten; 
courses meeting for seventeen, eighteen or nineteen weeks should be marked as twenty; 
and courses meeting for twenty-seven, twenty-eight, or twenty-nine weeks should be 
marked as thirty. 

Item 16 - Sex * . 

Blacken the space corresponding to your sex in item 26. 

Item 17 - Grade 

For ztem 17^ mark your grad^ in school. This is the student's actual grade and 
not the grade for which your course is normally offered. 

Item^lS - Division Code 

I have written on the chalkboard the code for the division where your classes 

are located. Enter in item 18 and blacken in the' proper space below each 

number* Obtain the divasaon number from the list of Division Codes^ included in 
Appendix C of this guide. 

Item 19 - School Code 

In item 19^ enter as shown on the board and blacken in the proper space 

below each number. Obtain the school code from the VERS coordinator for your division, 
c 

Item 20'- Course Code ^ , ' - 

'I have put the course code to be entered in item 20 on the board. The number 

is , Remember to blacken in the -proper space^in each column^. The course- 

code corresponds to the course name used in item 2. Use the Vocational Education . 
Course Code List (Appendix B) — no other codes can be accepted. 
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Item 21 - Home Divisioh Code 




Fill in the division code 6f your home school division. Obtain the ap^opriate 
division codes from the list of Division Codes in Appendix C of this guide. If a 
student's home school division is the same school division where the vocational edu- 
cation courses are offered, his home school division code- (item 2r) is the same as 
in item 18. 

Item 22 - Teacher Code > 



This item provides a way to identify individual teachers in this school. My 

cdd^ dumber is , . Use the code number assigned to you by the Virginia ' 

Vocational Education Reporting System coo^rdinator in your school or school division. 

Item 23'- 0. E. Code 

• ^ . 

Item 22 is the' Office of Education code. This code refers to the occupation 
for which you are being trained. Obtain the code numbers from the list of 0. E, Codes 
(Appendix A) and write them on the board. Students in a given class of business 
education, distributive education, or ICT may have different codes, but alt*^hould 
be within the same vocational service. For exploratory or orientation courses, be 
sure to use t;)ie code for your service area. Use only the codes listed. 

This^ completes your section of the form. Take a minute now to be sure you have 
made a code mark in the proper space corresponding to the letter or number you have 
printed at the top of, each column and be sure you have only one code mark in each ^ 
column. 

I will complete item 24. It deals with some additional information about this 
class. 

_ ^11 of the students in the class ar.e .the ^ame, relative to the questions in 
item 24, it will save you time to have the students complete item 24 also. 
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. Item 24 - For Instructors Only : 

Be sure to answer with a Yes or No to each of the questions A through F, and 
select the correct response for section. G. 

A. Is this student considered disadvantaged? (Includes not only students in 
special programs for the disadvantaged, but also those disadvantaged 
students in regular programs who are receiving assistance to enable thelh 
to succeed in the regular program. Students considered to be handicapped 
(below) are not to be classified disadvantaged also ) . 

Pis ad van t aged : Persons who have academic, socioeconomic, cultural;^ or 

— - -ather^tantiicaps-^-excludlng physit^al or mental) that prevent t^iemr-f-i^m^ — - 

succeeding in regular vocational education or consumer and homemaking 
programs designed for persons without such handicaps and who for that 
reason require specially designed educational programs or related services. 

B. Is the program in which this student is participating specially designed 
for disadvantaged students? 

C. Kvthis bluuent considered handicapped? (Includes not only students in 
special programs for the handicapped, but also those handicapped students 
in regular programs who are receiving assistance to enable them to succeed 

_ in the regular program. Students considered to be handicapped are not to 

be classified disadvantaged also) ■ 

Handicapped ; Persons who are mentally retarded, hard of hearing, deaf, 
speech impaired, visually handicapped, seriously emotionally disturbed, 
crippled, or other health impaired persons who by reason of their hand^ 
icapping condition cannot succeed in a regular vocational or consumer and 
homemaking program designed foi persons without such handicaps, and who 
for that, reason require special educational assistance or a modified 
vocational or consumer and homemaking education program. Students ident- 
ified by special education personnel and/or enrolled in special education 
classes are considered handicapped. 

D. Is the program in which this student is participating specially designed 
^ for handicapped students? 

E. Is this student participating in a co-op program related to your vocational 
service? (This does not ap^ly to industrial arts and consumer and home- 
making courses.) 

F. Is this an exploratory, or orientation course? 

Exploratory, or orientation courses are designated with an asterisk in the 
Vocational Education Course Codes list in Appendix B of this guide. 

G. If question B is answered yes, indicate whether the type of funding is Part B, 
Part 102 B, or Part G. This information is given on the approved application 
received by the project director. If you do not have this information, check 
with your vocational director or your division superintendent's office. 

Return completed forms to the Virginia Vocational Education Reporting System 
Q Coordinator in your school or school division . 

ERIC ' 40 
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VIRGINIA VOCATIONAL 'education ~^ 
ADULT ENROLLMENT FORM - VERS 2.2A and 2.2B ^ 

INSTRUCTIONS FOR TEACHERS 

The Virginia Vocational Education Adult Enrollment Form is used to collect ^ 
summary enrollment information about students in adult vocational education prggrams. 
Two variations of the form, VERS. 2.2A (blue color) arid VERS 2.2B (magenta color), 
are used to collect the required enrollment data. ; 

Reimbursed Adult Vocational Education Programs - VERS 2.2A 

— - l^H^form, VERS~"2.'2Alblue color), is used for adult classes for which the pr^— 
liminary applicsrtiions for reimbursement have been approved by the appropriate state 
supervisor. Information from VERS 2,2A is used r6r determining the amount of funds 
for adulu vocational education programs in" your school division. Errors will affect 
the amount of dollars coming to your school division; therefore, all items should be 
accurately completed. Complete and return the VERS 2.2A forms to the person 
designated to handle^ reimbursement for adult vocational eduction programs in your 
school di vision at the conclusion of each course . This individual will send the ^ 
completed forms along with the requests for reimbursement to the appropriate 
state supervisor. 

Non-reimbursed Adult Programs - VERS 2.2B 

Form VERS 2.2B (magenta color) is used for adult programs for which reimburse- 
ment from state vocational funds has not beeh requested *or approved. Information 
from, VERS 2.2B is used for reporting to the U. S. Office of Education. Accuracy 
is essential. Complete the VERS 2.2B forms at the conclusion of each course and 
return them to your local VERS coordinator . 

Instructions for Completing 
VERS 2.2A and 2.2B 

The only differences in the two forms are the form numbers and the colors. 
All items included on the forms are the same; therefore, the instructions for 
completing the forms are the same. 

A separate form is to be complet;ed by you at the conclusion of each adult 
preparatory, adult supplementary and/or apprenticeship program. For purposes of 
these forms, a student is 'any person who enrolls in a program. Listed below these 
instructions are definitions of the adult g^ograms. 

If there are *more than four different o.E. Codes for a course, it will be 
necessary to complete an additional form(s). A listing of O.E. Codes is included 
in Appendix A. Use only the codes listed. . 

If there are more than 99 students enrolled in one course, it will be necessary 
to complete a form for the'first 99 students and a<?ditional form(s) for those 
over 99* 



Listed below are^item Sy-^pn^ instructions for completing both VERS 2.2A 
and ^VERS 2.2B. * 

/ 

1. Teacher's Name - Enter full n^^e of the principal clais instructor, 

2. Location - Give name of school, industry, or other place where classes 
were taught. 

3. Course Name - Give course title. 
.* 4» 

^* Division Code - Give three-digit code for the school division where the class 
. was located. ' • * 

5. School Code - If the class was located at a school, give the four-digit code 
for that school. The school tode m^y be obtained from the VERS coordinator 
or the office of the school principal. If not located at a school, enter the 
number 9999. 

6. Total 'Q. £. Codes - Give the total different 0. E. Codes for th*flass. For 

example, if the total is eight, enter 08. • * 

*»* 

^ Form Number - Indicate the sequence number of the forms. For example, if there 
- are eight different 0. E. Codes in a class, two VERS 2.2 forms should be sub- 
mitted. . Item 7 should be marked "1" on the first form and "2" on the second. 

r 

8. Teacher's Social Security Number - Enter the social security number of the 
class inst2;uctor named in item 1. . • ^ 

9. Current Employment Status - Report the total students who are employed and the 
total who aire not^ employed at .the time the report is completed. 

10. Program Type - Indicate whether the adult program is preparatory, supplementary, 
or apprenticeship.* 

11., Reason for Program Offering - Choose the most appropriate reason for the 
program offering. 

* 

12. Total Se ssions - Gijie the total number of class sessions. 

13. Hours Per Session - Give the length of time per class session to the closest 
hour. 

14. First 0. £. Code - Give the first 0, E, Code to be listed on this form, 

' — , ^ 

For items 15-19, indicate the nimiber of students lor the first 0, E. Code who fit 
each of tluB^ategories: Males, Females, Regular, Disadvantaged, and Handicapped, 

20x^ ^econd oJ E, Code - If there is more than one 0. E. Code to be listed on this 
form, enter the second code in item 20. c - 

r25, indicate the number of students for the second 0. E, Code who fit 
^aach of the categories: ^^ale^v^,Fe^ Regular, Disadvantaged, and Handicappe'd, 
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26. Third O.'e. Code - If there is a third 0. E. Cod6 to be listed on this form, 
epter it in item 2*6. • 

For items 27-31, indicate the number of students for the third 0. E. Code who fit 
each of the categories: Males, Females, Regular, Disadvantaged, and Handicapped. 

32. Fourth 0, E. Code - If there is a fourth 0. E. Code to "be listed on this form, 
enter it in item 32. 

Fox items 33-37, indicate the number of students for the fourth 0. E. Code who fit 
each of the categories: Males, Females, Regular, Disadvantaged, and Handicapped. 

Definitions 



jersons 



Adult Preparatory Program - A program designed to provide training for pt 
who.haVe already entered the labor market or are unemployed but need training 
or retraining in preparing for a new occupation. 

Adult Supplementary Program - A program designed to provide training for 
persons who have already entered the labor market and need training to be 
updated, or upgraded to achieve stability or advancement in their current 
employment (consumer and homemaking classes and Young Homemakers of America 
are included in this classification). 

Adult Apprenticeship Program - Occupational training undertake^i by a trade 
or industry in cooperation with a publicT school for high school graduates only 
Student works undeif a written agreement and is paid a graduated percentage Qf 
the journeyman wage while 'in training. '• 

Regular Students - Persons whc^^are neither disadvantaged nor handicapped. 

disadvantaged Students - Persons who have -academic, socioeconomic, cu^Wal, 
or other handicaps (excluding physical or mental) that prevent them Zrom 
succeeding in regular vocational education or consumer and homemakif^g programs 
designed for persons without such handicaps and who for that reason require 
specially designed educational programs or related services. 



.Handicapped Students - Persons who are mentally rfet;arded, hard of hearing, 
deaf, speech impaired, visually handicapped, seriously emotionally disturbed, 
crippled, or other he^^ impaired persons who by reason of their handicapping 
condition cannot succeed in a regular vocational or consumer and homemaking 
p-rogram designed for persons without such handicaps, and who for that reason 
require special educational assistance or a modified vocational or consumer 
and homemaking education program. 

0. Code - Refers to the career objective for which the student is trained. 
Determine the ^proper .0. E. Code number from Appendix A of this guide. 

Dl^vision ^f Vocational Education 
State Department of Education 
Rictunond^ VA 23216' 
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DIRECTIONS FOR TEACHERS 
REPORT FORM VERS 2.2A 

Virginia Vocational Education 
Adult Enrollment Form 



Use No. 2 pencils. Any errors should be erased con?ipletely. Please do not make any 
unnecessary marks. Do not use ball point pen. 

Where boxes are provided, write information in the boxes (one letter or number to 
a box), then blacken the letter or number below which matches each letter or number 
in tjjie box. Make long straight marks as shown in the example. Do not make dots or 
circles. Do not extend a mark into an adjacent column. 

Refer to. the Virginia Vocational Education Reporting System Teacher's Guide for 
all VERS 2.2 Form item explanations and definitions. 



Thank you for your cooperation. 




Division of Vocational Education 
State Department of Education 
- Richmond, Virginia 23216 
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2 PENCIL ONLY 
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DiRECTiONS FOR TEACHERS 
REPORT FORM VERS 2.2B 

Virginia Vocational Education 
Adult Enrollment Form 



A. Use No. 2 pencils. Any errors should be erased completely. Please do not make any 
unnecessary marks.^ Do not us^ ball point pen. 

B. .Where boxes are provided, write information in the boxes (one letter or number to 

a box), then blacken the letter or number below which matches each fetter or number 
in the box. Make long straight marks as shown in the example. Do not make dots or 
circles. Do not extend a mark into an adjacent column. 

C. Refer to the Virginia Vocational Education Reporting System Teacher's Guide for 
all VERS 2.2 Form item explanations and definitions. 



Thank you for your cooperation. 



Division of Vocational Education 
State Department of Education 
Richmond, Virginia 23216 
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VIRGINIA VOCATIONAL EDUCATION 
PROGRAM TERMINATION OR COMPLETION FORM, VERS 3.1 

INSTRUCTIONS FOR TEACHERS 



The VERS 3.1 form is a computer printout which indicates the name, 
identification number, and O.E. Code for each student for whom a. VERS 1.2 
form (Virginia Vocational Education Student Enrollment Form) has been sub- 
mitted. The Virginia Vocational Education Reporting System coordinator ^ 
in your school or school division will distribute the VERS 3.1 form to 
you in May. After checking the form as outlined below, you are to return 
it' to your coordinator by May 31. 

Specific instruction for VERS 3.1 

1. Upon receipt of the VERS 3.1 form, make the following checks for 
errors: 

A. , A student's name should appear in the listing for each course 

in which the student is enrolled. If an enrollee is not listed, 

a VERS 1.2 form should be completed for the appropriate course. 

Do not add th^se names to the listing. * 

B. Mark 'through students' names if they were never enrolled. Instruc- 
tions for indicating students who terminated enrollment for ai:jy 
reason are given in item 2 below. Do not mark out students' names 
if they were enrolled in the course at some time during the year. 

C. Check for errors in spelling of the students' names, making 
corrections directly on the list. 

D. There is no need to check social security numbers. Either a student 
has given a social security number or air-i^entif ication number has- 



been generated for the student. 



At the right of the VERS 3.1 form are four columns for indicating the 
Termination or Completion Codes. You are to complete as many of these 
as are applicable to each student using the codes on the following pages. 
At the end of these instructions you will find the requirements for 
program completion and the definition of related field or occupation . 
These are provided to assist you in completing items I and III, respectively. 
Do not complete the four Termination or Completion Code columns (I, 11, 
III, IV) for the following categories of students : 

1* students who plan to re-enroll in your vocational service next 
• year. , - , 

2. students in exploratory or orientation courses. 

3. students in industrial arts courses. 

4. students enrolled in courses offered in grade 9 or below, 
except those students completing Homemaking I at the 8th , 
grade level and Homemaking II at the 9th grade level. 
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TERMINATION OR COMPLETION CODES 

Item I - Educational Status 

Enter under the column titled "item l^r Educational Status" the capital 
letter corresponding to the one statement^below which properly describes the 
educational status of the student and then follow the instructions given at the 
end of that item. 

A. Will complete t:he program requirements and graduate this year. 
(Give graduation date in Item II, disregard Items III and IV.) 

B. Will complete the program requirements this year, but will not 
graduate. (Give expected graduation date in Item II, disregard 
Items III and IV.) 

C. Completed theVpfogram requirements but withdrew from school without 
graduating. KDisregard Items II, III, and IV.) 

.D. Has not completed the program requirements but will graduate this 

year. (Give graduation date in Item II and complete Item III, dis- 
regard Item IV. ) 

E. Withdrew from the program prior to completing the requirements and 
remained in this school. (Answer Item IV, disregard Items II and 11^.) 

F. Withdrew from the iprogJam prior to completing the requirements and 
withdrew from thil scl/)ol. (^swer Items III and IV, disregard Item II.) 

Item II - Gradi^tion Date^ (for A, B or D only) 

(This item is to be answered only if A, ^ or D was 'given as the response 
to Item f.) ^ 

Give the month and year of graduation. 

Item III - Employment Status (^or D or F only) 

(This item is t'o be answered only if D or F was given as the response 
to Item I.) 

Enter under the column, titled "Item HI- Employment Status" the numeral 
corresponding to the one statement below which properly describes the employ- 
ment status of the student. 

* » * 

1* Employed in field of trainings 

2. Employed in field related to training. 

3. Employed in non-related field. 
. 4. , Unemployed. 

5. Still in^school. 

6, Status unknown. 
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Item IV - Reason for Withdrawal (foj E or F only) 

(This item is to be answered only if E. or F was given as the response 
to Item I.) 

Enter under the "column titled "Item IV - Reason for Withdrawal" the 
numeral corresponding to the one statement below which properly describes 
the MAJOR reason for withdrawal from the program. 

1. Transferred to another school, 

2. Transferred to another vocational program in this school. 

3. Entered military service. 

4. Encountered academic difficulty. 

5. Encountered financial difficulty. 

6. Encountered social, emotional, or personal difficulty. 

7. Developed physical disability or illness. 

8. Other reason (specify) . 

9. Reason unknown. 

Return the VERS 3.1 form to the Virginia Vocational Education Reporting 
System coordinator in your school or school division by May 31. 

Requirements for Program Completion at the Secondary Level (use for Item I) 



Agricultural Education : Students completing three or more years of 
in agricultural education (in area vocational centers with one-half 
students completing two years of instruction). 



Ins 
c ay 



t ruction 
programs,. 



Students leaving school prior to normal completion of instruction who are 
employed full-time in the field of training or a closely related field. 

Business Education : Seniors completing the vocational instruction in the 
eleventh and/or twelfth grade for secretarial, stenographic'* occupations ; type- 
writing and related occupations; data processing occupations; filing, general 
clerical, office machines operator occupations; or clerical accounting occupations. 

or 

Students graduating or withdrawing from school prior to completing the required 
sequence who are employed full-time in the* field of training or a closely 
related field. 



Distributive Education: Students, completing the requirements of any distributt 
education course and either graduating from high school or leaving school at /th 
nd of the year without graduating. 

or 




Students leaving school prior to normal completion of a distribytive education cour 
who are employed full-time in the field of training or a closely related field. 
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Homg Economics Education 

Occupati onal Home Economics ; Students completing the requirements of a 
.course of one or more years duration and graduating from high school or 
leaving school prior to graduation. 

or 

Students leaving school prior to normal completion of a. course of one or 
more years duration who are employed full--time in the field of training or 
a closely related field. 

Consumer and Homemakin^i Students completing two years of instruction or 
cojnpleting the senior Homemaking — Family Living course. 

Trade and Industria l Education ; Students completing the vocational program 
requirements and either graduating from high school or leaving school prior ^to 
graduation. 



or 



Students leaving school prior to completing the vocational program requirements 
who are employed full-time in the field of training or a closely related field. 

t , 

Definition of Related Field or Occupation (use for Item III) 

An occupation involving the use of part of the skills and knowledge learned 
while pursuing training for a specific occupation or cluster of occupations. ' 

Examples; 

1. ^ person trained in agricultural machine^ who uses his mechanical skills 

learned in the agriculture^ mechanics laboratory for emiJloyment in a 
factory as a machinery maintenance worker. 

« 

2. person trained as auto mechanic but goes to work as a maintenance 
mechanic in some industry.* 

3. person is employed in a distributive jobs but in a different 0. E. business 
J classification than that for which he was trained; i.e., student trained 

^ . for hardware field (04.09) but now employed in automotive field (04.03). * 

4. person trained in accounting' but goes 'to work as a salesman in a store 
, specializing in business and office machines. . 

' ' ' * t 

5. person trained in occupational clothing services b*ut goes to work in a 

clothing store as a salesperson. 
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VIRGINIA VOCATIONAL EDUCATION 
ADULT PREPARATORY STUDENT COMPLETION FORM VERS 5.2A AND VERS 5.2B 

INSTRUCTIONS FOR TEACHERS ' 

These forms are to be completed by students who have fulfilled the requirements 
for completion of an adult preparatory program. Listed below are definitions 
of program completions for each vocational service and the instructions for 
completing the form. 

Requirements for Program Completion at the Adult Level 

Bu&iness Education A student who has finished the sequence of courges for one . 
of the preparatory occupational programs. 

or 

A student who has met the requirements' of the most advanced course in type- 
writing and 'Completed one additional course in office education. 

Distributive Education A person who earns the certificate or diploma granted* 
at the completion of the following: (1) a single course of ten hours or more 
in length ±n the DE preparatory adult program ("Training for Part-Time ^Employ- 
ment" course is excluded), or (2) all required course hours in DE preparatory 
adult diploma program. 

Home Economics Education A student who ^completes the , requirements of any 
^pprovable course in occupational home economics. 

Trade and Industrial Education A student who completes a preparatory program 
consisting of a unit or a series of units of combined classroom and shop 
learning experiences or practical work experiences satisfying the requirements 
of a vocational objective leading to employment. 

Instructions for Completing 
VERS 5.2A and 5.2B 



VERS 5 . 2A - Students Completing Reimbursed Adult Preparatory Programs 

The form VERS 5.2A. (aqua color) is to be completed; by students 
* as they conclude a reimbursed adult preparatory program. You 
should obtain copies of the form from the individual designated to 
handle reimbursement for adult vocational education programs in your 
school division. After the student completes the form, return it to 
the same individual. He will send the form to the appropriate 
state supervisor. 
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VERS 



5.2B - Students Completing Non-Reimbursed Adult Preparatory Programs 



The form VERS 5.2B (purple color) is to be completed by 
students as they conclude a non-- reimbursed adult preparatory 
program. You should obtain copies of the form from your local 
VERS coordinator. After the ctudent completes the form, return 
it to the VERS coordinator. He will send the form to the state 
office for tabjulation. 



Item by Item Script 
for VERS 5.2A and 5.2B 



The only differences in the two forms are the form numbers and the colo*rs. 
All items included on the forms are the same; therefore, the instructions for 
completing the forms are the same. 

Portions of the following instructions are written in script form for your 
convenience in reading to the student. The portions in regular type are in- 
structions or explanations for your benefit. 



After^feach student has a copy of the form, allow him time to read the 
instructions on the back of the form. 

1. Teacher's Name - Enter full name of the principal class instructor. 

2. Location - Give name of school ^ industry^ or other place where classes 
were taught': i 

3. Student's Name - Enter your last name^ first name^ and middle initial as 

, indicated by instructions on the reverse side of the form. Students having 
titles in their names, such as Junior, .should place the abbreviation for 
the title after the middle initial. 

4. Address - Give the permanent street address. Someone should be living' at 

this address who wilt always know where to contact you^ since you may be 

% 

contacted for follow-up information. Refer to instructions on th^ reverse 
side of the form. ^ ^ , 

5-6. City and State - Give .the city^ town^ or post office and state in which 
your mail is received. 
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7. Zip Code - Enter the oorreat code number. 

8. Phone Nu^er - Give your permayient home telephone number. 

9. Social Security Number Enter your social security number. If you do not 
have a member^ fill in the box for '^No Social Security Nionber^'. 

Sex - Till in the space corresponding to your sex, 
11' Age - Select the range which includes your age. 

12. Current Employinent Status - Indicate the categories that describe your 
current status. 

13. Highest Year of Education - Give the level "of your highest year of 
education. 

14. Division Code - The code for this school division is . Give the 

three-digit code for the school division where the classes were located . 
Obtain the division code numbers from the list of Division Codes in 
Appendix C. 

r 

15. '^ Home Division Code - If the division code in item 14 is not the code for 

your home division^ fill in your home division code^ c\therwise omit this 
item. Provide when necessary the home division code numbers to the 
students. 

16. 0> E. Code - Give the six-digit code referring to the career objective ^ 
for which you are being trained in this program. A list of OV E. codes 
is provided in Appendix A. Choose th^ appropriate cocle"^^^m the list — 

no other codes can be accepted. 

«. 

17. Start/^nd Dates of Your Program - Mark the month and year that your program 
began and the month and year that yovo' program was completed. 
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'Item 18 should be completed by the instructor. Answer with a YES or NO to each, 
of the following questions: . - ^-'^ 

Ji, Is this student considered disadvantaged? (Includes not only students in 

special programs for the disadvantaged, but also tho^e disadvantaged students 
in regular programs who are receiving assistance to enable. them to succeed 
in the regular program. Students considered to be handicapped (below) are 
not to be classified disadvantaged also . ) 

Disadvantaged : Perspns Vho have academic, socioeconomic, cultural, 
other handicaps (excluding p^iysical or mental) that prevent them from/ 
succeeding in regular vocational education or consumer and homemaking 
programs designed for persons without such handicaps and who for that 
reason require specially designed educational programs or related services. 

B. Is the' program in .which this student is participating specially designed 

for disadvantaged students? * ^.^ 

C. Is chis student considered handicapped? (Includes not only students In ~ 
special programs for the handicapped, but also those handicapped students in 
regular programs who are receiving assistance to enable them to succeed in 
the regular progrto. g'tudents considered to be handicapped are not to be 
classified disa'dv^taged algo . ) 

Handicapped : Persons who are mentally retarded, hard of hearing, deaf, 
speecfi impaired, visually' handicapped , seriously eiiQtionally disturbed, 
crippled, or other health impaired persons who by reason of theif^ handi- 
capping condition cannot succeed .in a regular vocational or consumer and ^ 
homemaking program designed for persons without such handicaps, and who 
for that reason require special educational assistance or a modified 
vocational or consumer and homemaking education program. Students 
identified by special education personutil and/oi eu/olled in special 
education classes are considered handicapped. 

D. Is the program in which this student is participating specially designed for 
ipped students? 
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DIRECTIONS FOR STUDENTS 
REPORT FORM 5,2A 

Virginia Vocational Education 
Adult Enrollment Form 



A. Use No. 2 pencils. Any errors should be erased completely. Please do not make any 
unnecessary marks. Do not use ball point pen, 

B. Where boxes aje provided, write information in the boxes (one letter or number to 
a box), then blacken the letter or number below which matches each letter or number 
in the box. Make long straight marks as shown in the example. Do not make dots or 
circles. Do not extend a mark into an adjacent column. 

1* 

C. Refer to the Virginia Vocational Education Reporting System Teacher's Guide for 
all VERS 5.2 Form item explanations and definitions, u 



Thank you for your cooperation. 



Division of Vocational Education 
State Department of Education 
Richmond, Virginia 23216 
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SAMPLE MARKS 




0 


a 


H 


[P 


USE A NUMBER 
2 PENCIL ONLY 

DO NOT FOLD 
JW STAPLE 


1 

2 
3 
4 
5 
6 


0 
1 

3 
4 
5 
6 


0 
1 
2 
3 

-4- 

5 
6 


0 
1 
2 
3 
4 
5 



DIRECTIONS FOR STUDENTS 
REPORT FORM 5.2B 

Virginia Vocational Education 
Aduit Enrollment Form 



A. Use No. 2 pencils. Any errors should be erased completely. Pleas^^do not make any 
unnecessary marks. Do not use ball point pen. 

B. Where boxes are provided, write information in the boxes (one letter or number to 
a box), then blacken the letter or number below which matches each letter or number 
in the box. Make long straight marks bs shown in the example. Do not make dots or 
circles. Do not extend a mark into an adjacent column. 

C. Refer to the Virginia Vocational Education Reporting System Teacher's Guide for 
aii VERS 5.2 Form item explanations and definitions. 



Thank you for your cooperation. 

Division of Vocational Education 
State Department nf Education 
Richmond, Virginia 23216 
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APPENDIX A 
0. E. CODES 



AGRICULTURE PROGRAMS 
010100 Agric Production 
010200 Agric Sup/Service 
010300 Agric Mach/Service 
010400 Agric Products 
010500 Ornamental Hort 
010600 Agric Resources 
010700 Forestry 
019999 Explor or Orientation 
019900 Agric Science & 'Mech 

DISTRIBUTION PROGRAMS 
040100 Advertising Serv 
040200 Apparel & Acces 
040300 Auromotivie. i 



070904 Medical Assist 
070906 Health Aide 
079999 Explor or Orientation 
079900 Other (ICT Occup not 
classified' elsewhere) 

HOME ECONOMICS PROGRAMS 
Consumer and Homemakin^ 

090101 Homemaking I, II, III 
IV, and Family Living 

090102' Child Development 

090103 Clothing & Textiles 

090104 Consumer Education 



-Q90l-Q6-^m±l y Relations 

09010^Food & Nutrition 
090^^^8 Home Management' 
090109 Housing & Home Furnish 
090999 Explor or Orientation 
090199 Home Economics- 
Adapt ed-Disadvant aged 

Occupational 
Home Economics 

090201 Child Care Services 

090202 Clothing Services 

090203 Fpod Services 

090204 Home Fumishingc 
Services 

090205 Home & Institutional 
Services 

099999 Explor or Orientation 

s INDUS^TRIAL ARTS PROGRAMS 
109999 Industrial Arts 

OFFICE PROGRAMS 
140100 Accounting & Computing 
140200 Bus Data Processing 
140300 Filing, Office Mach 
140400 Info, Couimunic Occup 
140500 Mtls SuppV Trans, Etc 
140700 Steno, Sedy, & Related 
140900 Typing & Related,<.esCiiP 
149999' Explor or Wi^Jtation^ 



TRADES & INDUSTRY PROGRAMS 
170100 Air Conditioning 
170200 Appliance Repair 

170301 Body & Fender 

170302 Mejchanics, Auto 

170399 Other Automotive 

170400 Aviation Occup 
170500 Blueprint Reading* 
170600 Bus Mach Maint 
170700. Cml Art Occup 

: 70800 Cml Fishery Occup* 
170900 Cml Photog Occup 

171001 Carpentry » 

171002 Electricity 



171004 Mdf b 



040400 Finance & Credit 

040500 Floristry 

040600 Food Distribution 

040700 Foo^ Services 

040800 Gen Merchandise 

040900 Hdwe Bldg^ 

041000 Home Furnishings 

041100 Hotel & Lodging 

041200 Industrial Marketing 

041300 Insurance 

041400 International Trade 

041500 Personal Services 

0416U0 Petroleum 

041700 Real Estate 

041800 Recreation & Tuurism 

041900 Transportation 

042000 Wholesaling 

049998 Radio-TV Broadcasting 

049999 Explor or Orientation 
049900 Other (Occup in DE 

coop not classified 
elsewhere) • 



070101 
070102 
070103 
070203 
^ 070299 
070301 
» 070302 
070303 
070401 
'070402 
, 070501 
070700 
070800 
^"^0903 

f ERIC 



teALTH PROGRAMS 
' — « 

Dental Assistant 
Dent Hygienist(Asso)* 
Dent Lab Tech 
Med Lab Assisting 
Other Med Lab Tech* 
Nurse, ^Asso Degree* 
Practical (Voc) Nurse 
Nurses' Assist (Aide) 
Occupational" Therapy 
Physical Therapy 
Radiologic Technology 
Environmental Health* - 
Mental Health Tech* 
Inhalat Therapy Tech 




171007 
171099 
171100 
171200 
171300 
171400 
171500 
171600 
171700 

171900 
172000 
172100 
172200 
172300 
172400 
172601 
172602 
172699 
172801 
172802 
172899 
172900 
173000 
173100 
173200 

173300 

173500 

173600 

179999^ 

179900 



urrry 

Plumb & Pipefitting 
Other Constr & Main 
Custodial Serv 
Diesel Mech 
Drafting Qccup 
Elec Occup 
Electronic Occup 
Fabric MainC Serv 
Foremanship Super - 
& Mgt Devel 
Graphics Arts Occup 
Ind Atomic Energy* 
Instr Maint & Repair 
Maritime Occup 
Metalworking Occup 
Metall Occupations* 
Barberin^ 
Cosmetology 
Other Personal Serv 
Fireman Training 
Law Enforcement Trg 
Other Public Serv 
Qty Food Occup 
Refrigeration 
Small Eng Repair • 
Stationary Energy 
Sources Occupation* 
Textile Prod & Fab 
Upholstering 
Woodworking 0^:cup 
Explor or OrientaticTn 
Other (ICT Occup not 
classified elsfewherk) 



*Adult programs only 

66 
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APPENDIX B 



, VOCATIONAL EDUCATION COURSE CODES 
VIRGINIA STATE DEPART^ENT OF EDUCATIC^ 
TEACHER'S DAILY ASSIGN>ENT - CODES LIST 197V75 



AGRICULTURE COURSES 



*8002 
*8003 
*8O04 
80,06 

8008 

8010 
8012 
8014 
8016 



Exploratory Agriculture Grade 6 
Exploratory Agriculture Grade 7 
Exploratory Agriculture Grade 8 
Agricultural Science & 
Mechanics I 

Agricultural Science & 
Mechanics II 

Agricultural Production III 
Agricultural Production IV 
Agricultural Production V 



Agricultural Machinery 
Services III 
8018 Agricultural 'Machinery 

Services IV 
8020 Agricultural Machinery 

Services V 
8022 Agricultural Business III 
8024 Agricultural Business IV 
8028 Agricultural Process & 

Marketing III 
8030 Agricultural Process & 

Marketing IV 
8032 Agric4ltural Process & 

Marketing V 
8034 Ornamental Horticulture III 
8036 Ornamental Horticulture IV 
8038 OrnamentaJ HorMV^lture V ^ 
8040 Natural Resources Management III 
'8042 Natural Resources Management IV 
8044 Natural Resources Management V 
8050 Agriculture — Special Needs 
8070 General Mechanics — Special Needs 
(Disadvantaged) . 



BUSINESS EDUCATION COURSES 

*6109 Business Exploration 

*6110 General Business 

6151 Beginning Typewriting * 

6154 Advanced Typewriting 

6159 Cle^k Typist I Block Program 

6J.60 Clerk Typist J[I Block Program 

6211 Beginning Shorthand 

6215 Advanced Shorthand 

6250 Stenography I* Block Program 

-6260 Stenography II Block Program 



6311 
6315 
*6320 
* 6330 
6332 
6340 

6350 

6410 
6420 
6500 
6640 

6650 

6660 

-"6670 

6710 
6720 
6730 
6735 
6740 
6741 
742 



Beginning Bookkeeping 
Advanced Bookkeeping 
Accounting - Grade 12 
Record Keeping I 
Record Keeping II 
Clerical Accounting I 
Block Program 
Clerical Accounting II 
Block Program 

Office & Clerical Practice 
Office Procedure, Double Period 
Vocational Office Training 
Business Data Processing I 
Block Program 
Business Date 
Block Program 
Reprographics 
Block Program 
Reprographics II 
Block Program 
Filing Occupations I 
Filing Occupations II 
Medical Office Procedures 
Legal Office Procedures 
Office Services I — Disadvantaged 
Office Services II — Disadvantaged 
Office Services III — DisadVant^aged 



Processing II 
I 



^Exploratory or orientation courses 
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DISTRIBUTIVE EDUCATION COURSES 



*8104 
*8106 
*8108 
*8110 
8120 
8130 
8132 
8134 
8136 
8140 
8141 
*5l42 
*8144 
*8146 
*8148 
*8157 



Education for Emplo3nneut Grade 7 
Educati^on for Emp^reyment Grad^ 8 
Eclucatioi\Jfor Employmentk Grade 9 
DE I Preparatory Grad^ 10 
DE II Coop Grade 11 
DE III Coop* Grade 12 
Marketing I Grade 11 
Marketing II Grade 12 
Senior Marketing Grade 12 
DE II Coop Disadvantaged 
DE III Coop Disadvantaged 
Food Distribution Grade 12 
Fashion Merchandising Grade 12 
Hotel/Motel Management Grade 12 
Petroleum Marketing Grade 12 
Education for Employment Grade 7 
Disadvantaged * 



*8158 — Education foi Em p loyme i iL Grade 8 
Disadvantaged . * 

*8159 Education for Employment Grade 9 

Disadvantaged 
.*8161 Radio & TV Broadcasting I 

*8162 Radio & TV Broadcasting II ' 

HOME ECONOMICS COURSES 
Non-Sequential Offerings 



36 ^ . 

Specialized Areas in Consumer 
anci Homemaking j 

**8241 Clothing I i 

**8242 Clothing II ^ 

**8246 Foods I 

**8247 Foods II 

8284 HE - Child Development 
8274 HE - Clothing Management 

8271 , HE - Consumer Economics - Home 
Management 
-""8273 HE - Food Management 

8297 KE - Home Furnishings & Housing 
"-B^72 HE - Marriage & the Family 

-Occupational Offerings 

8285 HE - Child Care Occupations I 

8286 . HE - Child Care pccupa'tipns, II 



~828tr^E Clothing-^yccupacions i 
HE - Clothing Occupations II 
HE - Food Occupations I 
HE - Food Occupations II 
HE - Home & Institutional 



*8205 
*82(\6 
*8207 



*8208 
*8210 
8220 

*8221. 

8270 



Homemaking Grade 6 - 
Homemaking Grade 7 - 
Homemaking Grade 7 - 
Less than 18 Weeks 
Homemaking Grade 7 - 
Homemaking Grade 8 - 
Home Economics - Adapted - 
Disadvantaged 

Home Economics - Occupational^- 

Explor or Orientation 

Jlomemaking - Family Living (HE V) 



8281. 
8275 
8276 
8290 

8291 

8295 
8296 



18 Weeks 
18 Weeks 



36 Weeks 
18 Weeks 



Occupations I 

HE - Home & Institutional 

Occupations II 

HE - Home Furnishings Occupations I 
HE - Home Furnishings Occupations II 



Sequential Offerings in Consumer 
and Homemaking 

82*30 ' Homemaking I 
8240 Homemaking II 
8250 Homemaking III 
8260 Homemaking IV 



INDUSTRIAL ARTS COURSES 

*8415 The World of Communications 

*8425 The World of Manufacturing 
*8431 - The World of Construction 

*8445 The World of Transportation 

*8461 Exploring Technology 

*8462 Modern Industry and Technology 

*8463 Ameri<:an Industry 

ACROSS-THE-BOARD C0URSES^= ^** 

(Special Projects) 
9010 Work Instruction Program fo|" Fourteen 

and Fifteen Year Old' Students 
9020 Cooperative ^Program I for Former 

Dropouts and Potential Dropouts 
9030 Cooperative Program II for Former 
^ Dropouts and Potential Dropouts 



^Exploratory or orientation courses 
**Apati^ed only"^or certain school divisions on e^iperimental basis » 
***THe ^^cher will inform the student of the appropriate O.E. and course codes to 
f c)^_acBDSs-the-board courses. 



use 
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TRADE 


AND INDUSTRIAL EDUCATION COURSES 








8503 


Air Conditioning & Refrigeration I 


8552 


Plumbing II 




8504 


Air Conditioning & Refrigeration II 


8553 


Plumbing III 




8505 


Air Condititoning & Refrigeration III 


8554 


Power Mechanics I 




8506 


Auto Mechanics I 


8555 


Power Mechanics II 




8507 


Auto Mechanics II 


8556 


Power Mechanics III 




8508 


Auto Mechanics III * 


8557 


'Practical Nursing I. 




8509 


Barbering I 


8558 


Practical Nursing 'II 




8510 


Barbering II . 


8559 


Practical Nursing III 




8511 


*Barbering III 


8560 


Nurses* Aide* 




8512 


Bricklaying I 


8561 


Health Assistant Cluster 




8513 


Bricklaying II 


8570 


Commercial Art 1 




8514 


Bricklaying III 


8571 


Commercial Art II 




85;5 


Building Trades I 


8572 


Commercial Art III 




8516 


Building Trades II 


8575 


Industrial Maintenance 




• .8517 


Building Trades III 




Mechanics I 




8518 


Carpentry — Cabinetmaking I 


8576 


Industrial Maintenance 




8519 


Carpentry — Cabinetmaking II ^ 




Mechanics II 




8520 


Carpentry — Cabinetmaking III 


8577 


Industrial Maintenance 




8521 


Commercial i-oops i 




Miech'-anlcs HI - 




8522 


Commercial Foods II 


8580 


Mine Machinery Repair I 




8523 


Commercial Foods III 


8581 


Mine Machinery Repair II 




8524 


Commercial Sewing I 


8582 


Mine Machinery Repair III 


A * 


8525 


Commercial Sewing II 


8660' 


Printing I 




8526 


Commercial Sewing III 


8661 


Printing II 




"8527 


Cosmetology I 


8662 


Printing III 




8528 


Cosmetology II 


8663 


Sheet Metal I 




8529 


Cosmetology III 


8664 


Sheet Metal II 




8530 


Drafting I 


8665 


Sheet Metal III 




8531 


Drafting II 


8666 


Shoe Repairing I 




,8532 


Drafting III . ^ ^ 


8667 


Shoe Repairing II 




8533 


Electricity I 


8668 


Shoe Repairing III 




8534 


Electricity II 


8669 


Tailoring I 


i 


8535 


Electricity HI 


8670 


Tailoring II 




8536 


Electronics I 


8671 


Tailoring III 




8537 


Electronics II 


8672 


Welding 1 




8538 


Electronics III 


8673 


welding" II 




. 8539 


Machine Shop I 


8674 


Welding III 


J 


8540 


Machine Shop II 


8676 


Auto Body Repair I 




8541 


Machine Shop III 


8677 


Auto Body Repair II 




8542 


Maintenance and Repair I 


8678 


Auto Body Repair III 




•8543 


Maintenance and Repair II 


8679 


Diesel Mechanics 




85-44 


Maintenance and Repair III 


*8701 


Industrial Career Orientation 


I 


8545 


Medical Assistants I 


*8702 


Industrial- Career Exploration 


I 


8546 


Medical Assistants II 


*8703 


Industrial Career Orientation 


II 


8547 


Medical Assistants HI 


*8704 


Industrial Career Exploration II 


8548 


Metal Trades I 


8901 


Industrial Cooperative Tralining I 


8549 


Metal Trades II 


8902 


Industrial Cooperative Training II 


8550 


Metal Trades III 


8905 


Industrial Work Experience 




.8551 


Plumbing I 






*Exploratory or orientation poui^ses 
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APPENDIX C 
DIVISION CODES 



COUNTIES 



CITIES 



ACCOMACK 


001 


KING & QUEEN 


049 


ALBEMARLE 


002 


. KING WILLIAM 


050 


ALLEGHANY 


003 


LANCASTER 


051 


AMELIA 


004 


LEE 




AMHERST 


005 


LOUDOUN 


053 


APPOMATTOX 




T niiT A 


054 


ARLINGTON 


oo) 


LUNENBURG 


055 


AUGUSTA 


006 


MADISON 




BATH 


009 


MATHEWS 




BEDFORD 


010 


MECKLENBURG 


058 


BLAND 


oil 


MIDDLESEX. 


05Q 
\j J ^ 


BOTETOURT 


012 


MONTGOMERY 


060 


BRUNSWICK 


013 


NELSON 


062 


BUCHANAN 


014 


NEW KENT 


-J 


BUCKINGHAM 


CIS 


Nt^PTHAMPT^'^N 




CAMPBELL 


016 


NORTHUMBERLAND 


066 


CAROLINE 


017 


NOTTOWAY 




CARROLL 


018 • 


ORANGE 


068 


CHARLES CITY 


019 


PAGE 


069 


CHARLOTTE 


020 


PATRICK 


070 


CHESTERFIELD 


021 


PITTSYLVANIA 


071 


CLARKE 


022 • 


POWHATAN 


079 


CRAIG 


023 


PRINCE EDWARD 


073 


CULPEPER 


024 


PRINCE GEORGE 


074 


CUMBERLAND 


025 


PRINCE WILLIAM 


07S 


0 DICKENSON 


026 


PULASKI 


Vill 


DINWIDDIE 


027 


RAPPAHANNOCK 


078 


ESSEX 


4)28 


RICHMOND 


079 


FAIRFAX 


0^9 


ROANOKE 


080 


FAUQUIER 


060 


ROCKBRIDGE 


081 


FLOYD 


y031 


ROCKINGHAM 


089 


FLUVANNA 


032 


RUSSELL 


083 
\j \j ■J 


FRANKLIN 


033 


SCOTT 


084 


FREDERICK 


034 


SHENANDOAH 


085 


GILES 


035 


SMYTH ^ 


086 


GLOUCESTER 


' 036 


* SOUTHAMPTON 


087 


GOOCHLAND 


037 


SPOTSYLVANIA 


088 


GRAYSON 


038 


STAFFORD 


089 


GREENE 


0'39 


SURRY 


090 


GREENSVILLE 


040 


SUSSEX 


091 


HALIFAX 


041 


TAZEWELL 


092 


HANOVER 


042 


WARREN 


093 


HENRICO 


043 


WASftlNGTON 


094 


HENRY 


044 


WESTMORELAND 


095 


HIGHLAND 


045 


WISE 


096 


ISLE OF WIGHT 


046 


WYTHE 


097 


JAMES CITY CO. 


047 


YORK 


098 


KING GEORGE 


048 







ALEXANDRIA 


101 


BEDFORD 


140 


BRISTOL 


102 


BUENA VISTA 


103 


CHARLOTTF^^VTT T V 


in/. 


CHESAPEAKE 


136 


CLIFTON FORGE 


105 


COLONIAL HEIGHTS - 


106 


COVINGTON 


107 , 


DANVILLE 


108 


EMPORIA 


138 


^FAIRFAX 


134* 


FALLS CHURCH 


109 


FRANKLIN 


135 


FREDERICKSliURG 


110 


GALAX / 


111 


HAMPTON 


112 


HARRISONBURG 


113 


HOPEWELL 


114 


LEXINGTON 


137 


LYNCHBURG 


115 


MARTINSVILLE 

-J 


116 


NEWPORT NEWS 


117 


NORFOLK 


118 


NORTON 


119 


PETERSBURG 


120 ■ 


PORTSMOUTH 


121 


RADFORD^ 


122 


RICHMOND 


123 


ROANOKE 


124 


SALEM 


139 


SOUTH BOSTON 


133 


STAUNTON 


126 


SUFFOLK 


127 


VIRGI|JIA BEACH 


128 


WAYNESBORO 


130 


WILLIAMSBURG 


131 


WINCHESTER 


132 



TOWNS 

CAPE CHARLES 201 

COLONIAL ^BEACH 202 

FRIES 203 

POQUOSON^ 205 

SALTVILLE 206 

WEST POINT 207 
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SPECIAL ADULT DIVISION CODES 



For p^urposes 6f VERS reporting, use the fo 

institution'^ where idult vocational educat 
^ — 

Community Colleges 

Blue Ridge CommuniCy College 

821 Central Virginia Community College 

822 Dabney S, Lancaster Community College 
.823 Danville Community College 

824 Eastern Shore Community College^ 

825 Germanna Community College * 

826 John Tylecr Community College 

827 Lord Fairfax Community College 

828 Mountain Empire Community College 

829 New River Community College. 



llowing division codes for the corresponding 
ion courses are taught: 



State Agencies . 

903 State Police Administration Head- 
quarters 

Adult Correcti'onal Institutions 

980 Bland Correctional Farm 

981 Virginia State Penintentiary 

982 Virginia State Farm for Men 

983 Southampton Farm 

984 Virginia State Indu ^trraT-Fai-m fri-r 



b30 Northern .Vi,rginia Community College 

831 Patrick Henry Community College 

832. Paul D. Camp Community College 

833 Piedmont Community College 

834 Rappahannock Community College , 

835 J. Sargeant Reynolds Community College 

836 Southside Virginia Community' College 

837 Thomas Nelson Community College 

838 Tidewater Community College 

839 Virginia Highlands Community College 

840 Virginia Western Community College 

841 Wytheville Community College 

842 Southwest Virginia Community College 



Colleges and Universities 

870 Longwood College 

871 Madison College 

872 George Mason College 

873 Medical College of Virginia 

874 Christopher Newport College 

875 Norfolk State College 

876 Old Dominion University 

877 Radford College 

878 Richard Bland College 

879 University of Virginia 

880 Clinch Valley College 

881 Virginia Commonwealth University 
8H2 Virginia Military Institute 

883 Virginia Polytechnic Institute 

884 Virginia State College 

885 College of William and Mary 

886 Mary Washington College - * 



Women (Goochland) 

985 Prince George^Federal Reformatory 

986 Wise Correctional Unit at C6ebum> 
Virginia 

Institutions for the Handicapped 

940 Children's Rehabilitation Center 

941 Lynchburg Training School and - 
Hospital 

943 Petersburg Training School 

944 Reception and Training School 

945 Virginia School at Hampton 

946 Virginia School at Staunton 

947 Woodrow Wilson Rehabilitation Cente 

948 Virginia Treatment Center 

949 DeJarnette Center 
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VIRGINIA VOCATIONAL EDUCATION REPORTING SYSTEM 
• Introduction 



The Vocational Education Reporting System (VERS) has been extensively revised 
from previous years. The revisions were made to correct some deficiencies in the 
system and to conserve human and material resources. The major revisions are: 

1. Teachers provide ^jSlSss suTmn;^ry enrollment data instead of each student 
in a class completing an enrollment form. This change reduces the number of forms 
to be processed from 300,000 to about 35,000 forms. 

2. Near the end of the school year, students who are completing voca- 
tional education programs and/or leaving the school, will furnish their permanent 
address, telephone number, social security number and other data. This change in 
VERS replaces the computer printout which required teachers to verify the accuracy 
of names, social security numbers and O.Ef. Codes of the students. 

3. All scanning forms have been redesigned to improve accuracy in marking 

the forms. 

The new version of the Vocational Education Reporting System was developed by 
the Vocational Education Management Information System for Virginia (VEMIS-V) pro- 
ject staff. Division of Vocational and Technical Education, Virginia Polytechnic 
Institute and State University, in cooperation with the staff of the Divisions of 
Vocational Education and Educational Research and Statistics, State Department of 
Education. All data processing is done in the Division of Educational Research and 
Statistics, State Department of Education. The information collected through VERS 
will continue to be used to calculate the amount of reimbursement of Vocational 
Education funds to localities, to prepare U.S.O.E. reports, and to prepare planning 
documents to meet the Standards of Quality. Accuracy in completing the forms is very 
important. 

Operation of VERS - 

The operation of the system is iinder the supervision of the Coordinator of Vo- 
cational Education Research and Statistical Information, State Department of Education. 
This person works with VERS coordinators in each school division of the State. All 
questions relating to forms and the system should be directed to the VERS coordinator 
in your school division. 

Data Collection Instruments 

A new mark sensing reader (NCS 7010 Optical Mark Reader System) obtained by the 
State Division of Educational Research and Statistics requires new forms and new 
methods of marking forms. Please destroy all forms you may have from the past school 
year . You are requested to read the following Marking Instructions carefully! 
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Use #2 pencil, do not use ink or ball point pen. 

Make heavy black marks that fill the circle completely. 

Erase completely any changes. 

Make no stray marks. , ^ ' 

. Examples of CORRECT marks Examples of INCORRECT marks 

• OO O0O oo# ^OO 0(^0 oo^ 

Eight data collection instruments are used in VERS: Virginia Vocational Edu- 
cation Class Enrollment Form, VERS 1.3; Virginia Vocational Education Adult Enroll- 
ment Fomr, VERS 2.3A and 2.3B; Virginia Vocational Education Student Completion Form, . 
VERS 3.2; Virginia Vocational Education Follow-Up Form, VERS 4,3; Virginia Vocational 
Education Adult Preparatory Student Completion Form, VERS 5.3A and 5 -38 and the 
Virginia Vocation&i Education Follow-Up Form for Adult Preparatory Completions^ VERS 



Virginia Vocational Education Class Enrollment Form, VERS 1>3 

This enrollment form is designed to obtain information about vocational students 
and vocational programs. Information from this form will be used for funding of vo- 
cational education programs. You will receive copies of the form from the Virginia 
Vocational Education Reporting System coordinator in your school or school division. 
One form should be completed for each section of a vocational course you teach on 
September 30 and returned immediately to your VERS coordinator. The forms are due 
in the State Office by October 15. For students enrolled in approved 18 week courses, 
forms should be completed at thec^be ginning of the second semester and sent to the 
State Office by March 1. (For Home Economics 8207 - an approved course of less than 
18 weeks - a form should be completed at the beginning' of each, course and sent to the 
State Office immediately.) Do not send in forms for any other courses which are less 
than 18 weeks. 



Virginia Vocational Education Adult Enrollment Form, VERS 2.3A and 2,3B 

The VERS 2*3A form (red color) is used to collect summary enrollment information 
about students in reimbursed adult vocational programs.' Information from this form 
will be used for funding of adult vocational education programs. It will be sent by 
the appropriate state supervisor to the indlj^fHual in each school division designated 
to handle reimbursement for adult vocational programs. This individual will distribute 
copies to you for completion at the conclusion of each adult course. The completed 
forms will then be collected by the same individual and mailed to the state supervisor 
of the vocational service in which the course was offered. 

The VERS 2.3B form (aqua color) will be distributed by the VERS coordinator to 
those of you who are teaching vocational education courses which are not reimbursed 
by state vocational education funds. Do not complete the forms for adult classes that 
are not considered vocational education. The VERS coordinator will collect and mail 
the completed^ forms for non-reimbursed courses to the Coordinator of Vocational Edu- 
cation Research and Statistical Information. 
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Vlrglnla Vocational Education Student CompletioQ Form> VERS 3.2 

The VERS 3.2 is an individual student form designed |ib collect information .nec- 
cessary for conducting a follow-up of former students of '^^h school vocational edu- 
cation programs. The form is to be completed on or about May 1 and returned to your 
Local VERS Coordinator immediately. Included in this guide is a complete script for 
TOUT use in explaining the form to your students. 

firginia Vocational Education Follov-Up Forms, VERS 4.3 and 6.2 

The secondary students to be followed-up will be identified on the basis of the 
/vers 3.2 forms. They will complete the Virginia Vocational Education Follow-Up Form, 
VERS 4.3. Information from the VERS 5.3A and 5.3B forms will be used to identify the 
adult prep^atory students to be followed-up. The adult students will complete the 
Virginia Vocational Education Follow-Up Form for Adult Preparatory Completions, 
VERS 6.2. The follow-ups will be conducted directly with the former students, thus 
relieving you of the responsibility of following up students for reporting purposes. 
Explanations of these forms' are not included in this guide. (See Appendix C.) 

Virginia Vocational Education Adult Preparatory Student Completion Form, VERS 5.3A 
and 5.3B 

The adult preparatory student completion forms are designed to collect individ- 
ual data about students who have fulfilled the requirements for completion of adult 
preparatory programs. These data are collected in order that a follow-up may be con- 
ducted directly with the former adult students. The VERS 5.3A form (brown color) is 
for students completing reimbursed adult preparatory programs. The VERS 5.3B form 
4>urple color) is for students completing adult preparatory programs not reimbursed 
by state Vocational education funds. A complete script is included in this guide for 
your use in explaining the foirms to your students* ' ^ . ' 

VERS 5.3A - Students Completing Reimbursed Adult Preparatory Programs 

The form VERS 5.3A (brown color) is to be conlpleted by students as 
they conclude a reimbursed adult preparatory program. You should obtain 
copies of the form from' the individual designated to handle reimburse- 
ment for adult vocational education programs in your scJiool division. 
After the student completes the form, return it to State Supervisor of 
the respective vocational^ervice. 

VERS 5.3B - Students Completing Non-Reimbursed Adult Preparatory Programs 

The form VERS 5.3B (purple color) is to be completed by students bs 
they conclude a non-reimbursed adult preparatory program. You should 
obtain copies of the form from your local VERS coordinator. After the 
student completes the form, return it to the VERS coordinator. He will, 
send the form to the State Coordinator, of Vocational Education Research 
and Statistical Information. 

IMPORTANT - - 

« 

■ ' BEFORE YOU START WORKING ON 

ANY OF THESE REPORTS READ THE 



SPECIFIC INSTRUCTIONS CAREFULLY. 



VIRGINIA VOCATIONAL EDUCATION 
CLASS ENROLLMENT FORM, VERS 1.3 

INSTRUCTIONS FOR TEACHERS 



1. This form is to be completed on September 30 and submitted to your school or 
division VERS coordinator immediately . The forms should be in the State Office 
on or before October 15 for students enrolled as of Se'ptember 30, and on or 
before March 1 for second semester courses. 

2. A form should be completed for each approved vocational education clas$ you 
teach. This is a change from the individual student form used in past years. 
All approved vocational courses are listed in Appendix A of this guide. Only 
those courses shauld be reported. 

3. Use a if2 pencil in filling out the form.* Completely fill in 'the correct circles. 
Do not extend marks outside the circles. 

4. Listings of special codes which you will need are included in the Appendices of 
this guide. 

Appendix A: O.E. Codes (U. S. Office of Education Codes) and Vocational 
Education Course Codes 

Appendix B: Division Codes 

5. The form VERS 1.3 should be completed^for all sections of all approved courses, 
except as follows: 

a. Business Education: 

General Business - Only 9th grade general business students will be 
reported. These students will be reported under orientation and 
exploration O.E. Code 149999. 

Typewriting I - Typewriting I will be reported only for those students 
in the 10th grade* who either have had general business in the 9th grade 
or are taking both Typewriting I and General Business in the 10th gra<J^*^ 
Althou^ the students may be reported by one of several occupational 
objectives as they progress in the program, a student in Typing I in 
the 10th grade will be reported by the typing and related occupations, / 
0. E. Code 150900. S 

b. Industrial Arts; The form should' be completed only for those courses listed 
on the Vocational Education Course Codes list in Appendix A of this guide. 
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VIRGINIA VOCATIONAL EDUCATION CLASS ENROLLMENT 

FORM VERS 1.3 



• Use No. 2 pencil. 

• Do NOT use ink or ball point pen. 

• Make heavy black marks that fill the circle completely. 

• Erase completely any changes. 

• Make no stray m^rks. 



Example of PROPER marks: 

too omo oc« 



Example of IMPROPER marks: 

Q^OO 0«rO OO© 
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SPECIFIC INSTROCTIONS FOR COMPLETING VERS 1.3 

Item 1 - School Name 

Write in the name of this school. 

Item 2 - Course Title 

Refer to Appendix A. Write in name of course as it is given in the list 
of Virginia Vocational Education Course Codes. Make note of the course 
number for use in item 7. 



Item 3 - Teacher's Name 

Write in the name of tVie instructor for this section. 

Item 4 - Teacher's Social Security Number 

Enter in the boxes the social security number of the instructor whose 
name appears in item 3. Blacken in the proper circle below each number. 

Item 5 - Division Code 

Obtain the division code from the list of Division Codes included as 
Appendix B of this guide. 

Item 6 - School Code 

Obtain the school code from your VERS coordinator. The VERS Coordinator * 
will receive the state list of school codes for the correct school year. 

Item 7 - Course Code 

Obtain the course number from the list of Virginia Vocational Education 
Course Codes as given in Appendix A o^ this guide. This number must cor- 
respond to the course^ name given in item 2. Ose only the cpdes given in 
Appendix A. 

Item 8 - Course Length 

Enter the total number of weeks this course meets during the school year. 
The total number of weeks should not exceed a maximum of 36 weeks. 
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Item 9 - 



Number of Periods 



Enter the total number of class periods this course meets each day for 
regular class instruction. The number of periods released from school 
for co-op on-the-job training will be entered in items 20 and 2X. 



Note: If the vocational education cbutses you teach have modular schedu- 
ling, you should equate the average number of modules each class is offered 
daily, based on a five-day school week, and the average length of each 
class module in minutes, then complete Items 9 and 10 for vocational edu- 
cation students in modular scheduling. 

Example I t 

A group of students is enrolled in an approved vocational education 
program for three 30-minute modules on Monday, Wednesday, and Friday of 
each week throughout the 36-week school year. These classes do not meet 
on Tuesday and Thursday. 

In order to complete Items 9 and 10 for the approved class of students, 
multiply the number of modules (3) offered daily, times the length of each 
module in minutes (30) , times the number of days the class is offered each 
week (3), and divide by the number of school days per week (5) to get the 
average number of minutes daily. 



Since a c]|^as8 period for vocational classes is defined as being a 
minimum of 53 minutes of instruction, including reasonable time to change 
classes,- Item 9 and 10 should be completed as follows: 



Example 2 : 

A group of students is' enrolled in an approve^ vocational education 
program for three 20-minute modules five .days per week throughout the 
36-week school year. Use the same procedure as in Example 1: 




3 X 30 X 3 T 5 

270 -f 5 - 54 minutes per day 



Item 9 - Number of periods daily = 1 
Item 10 - Length of period in minutes = 54 



3 X 20 X 5 T 5 



« 



300 5 = 60 minutes per day 



item 9 - Number of periods daily = 1 
Item 10 - Length of period in minutes » 60 



Item 10 - Length of Period 




Enter the length of each class period in minutes • 



Item 11-12 - Sex 



Indicate the total number of males and females in this class. 
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Item 13 - Disadvantaged 

Enter the number of students In this class who are considered -to be 
disadvantaged* The definition of disadvantaged is: Persons who have 
academic, socioeconomic, cultural,' or other handicaps (excluding physical 
or mental) that prevent them frbm succeeding in regular vocational edu- 
cation or consumer and homemaklng programs. iiesigned for persons without 
such handicaps and who for that reason require specially designed edu- 
cational program or related services, (I^icludes not only students in 
special programs for the disadvantaged, but also those disadvantaged 
students in regular programs who are receiving assistance to enable them 
to succeed in the regular program. Students considered to be handicapped 
(below) are riot to be classified disadvantaged also ) • 

Item 14 - Handicapped 

Enter the number of students in this class who are considered to be 
handicapped. The definition of handicapped is: Persons who are mentally 
retarded, hard of hearing, deaf, speech impaired, visually handicapped, 
seriously emotionally disturbed, crippled, or other health impaired persons 
who by reason of their handicapping condition cannot succeed in a regular 
vocational or consumer and homemaklng prograii\ designed for persons .without 
such handicaps, and who for that reason require special educational as-- 
sistance or a modified vocational or consumer and homemaklng education pro- 
gram. Students identified by special education personnel and/or enrolled in 
special education classes are considered handicapped. (Includes not only 
students in special programs for the handicapped, but also those handicapped 
students in regular programs who are receiving assistance to enable them to 
succeed in the regular program. Students considered to be handicapped are 
not .to be classified disadvantaged also) . 

Item 15 - Caucasians or White Students 

Enter the number of students in this class who are Caucasians or White. 
Teachers should use their best judgment in 'making this determination. 



Item 16 - Black Students - ^ 

Enter the number of students in this class who are Afrlclan or Negroid 
oVlgln. 



Iteqi 17 - Other Students 

Enter the number of students in the class who are of an ethnic origin other 
than Caucasian or Black. 



ERIC ^7 83 



-10- 



Item 18 - Grade 8 or Below 

Enter the number of students in this class who are in the eighth grade 
or below. This is the student's .Actual grade and not the grade for which 
this course is normally offered. 



Item 19 - Grade 9 or Above 

Enter the ntimber of student^ in this class who are in the ninth grade 

or above. This is the student's actual grade and not the grade for which 

this course is normally offered. 

Item 20 - Co-op - Two Periods ^ 

Enter the number of co-op students who are released from school two periods 
for on-the-job training. (The number of periods of in-school related in- 
structions co-op students is entered in item 9.) 

* 

Item 21 - Co-op - Three Periods 

Enter the number of co-op students who are released from school three periods 
daily for on-the-job training. 

Item 22 - Special Class for Handicapped ,^ 

Is this a class specially designed for handicapped students? (see 
definition under item 14) 

Item 23 - Special Cl^ss for Disadvantaged 

A. Is this a class specially designed for disadvantaged students? (see 
definition under item 13) 

B. If 'Ves", indicate whether the type of funding is Part B, Part 102B, or 
Part G. This -informatioa is given on the approved application received 
by the project director. If you do not have this information, check 
with your vocational director or your division superintendent's office. 

The form provides for reporting a maximum of eleven differejit O.E. Codes for a class. 
Report each student in the most appropriate O.E. Code. Use no more than eleven codes 
for any one class. O.E. Codes are listed in Appendix A of this guide. All O.E. Codes 
used oh a class form should be within the same vocational service. 
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Item 24 - First O.E. Code - Largest Enrollment 
— — 7 ; — 

Enter the first O.E. Code of students enrolled in this class. 
Item 25 - Indicate the total number of students for this code. 
Item 26 - Indicate the number of coop students for this code. 
Item 27 - Indicate the number of students in this O.E. Code who are 

enrolled in two courses (including this course) in this 

vocational seirvice. 
Item 28 - Indicate the number of studentsin this O.E. Code who are 

enrolled in three courses (including this course) in this 

vocational service. 

Item 29 - Second O.E. Code - Second Largest Enrollment 

If there is a second O.E. Code represented in this class, enter it in 
item 29. 

Item 30 - Indicate the total number of students for this code. 

Item 31 - Indicate the number of coop students for this code. 

Item 32 - Indicate the number of students in this O.E. Cod^ who are en- 
rolled in two courses (including this course) in this vocational 
service. 

Item 33 - Indicate the number of students in this O.E. Code who are enrolled 
in three courses (including this course) in this vocational 
seirvice • 



Item 34 - Third O.E. Code - Third Largest Enrollment 

If there is a third O.E. Code represented in this class enter it in 
item 34. 

Item 35 - Indicate the total number fit students for this code. 

Item 36 - Indicate the number of coop students for this code. ^ 

Item 37 - Indicate the number of students in this O.E. Code who are enrolled 

in two courses (including this course) in this vocational service. 
Item 38 - Indicate tfie number of students in this O.E. Code who are enrolled 

in three courses (including this course) in this vocational 

service. 

Item 39 - Fourth O.E. Code - Fourth Largest Enrollment 

If there is a fourth O.E. Code represented in this class enter it in 
item 39; 

Item 40 - Indicate the total number of students for this- code. 
Item 41 - Indicate the number of coop students for this code. 



Item 42 - Fifth O.E. Code - Fifth Largest Enrollment 

If there is a fifth O.E. Code represented in this class enter it in 
item 42. ^ 

Item 43 - Indicate ,the total number of students for this code. 
Item 44 - Indicate th6 number of coop students for this code. 
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Item 45 - Sixth 0>E> Code - Sixth Largest Enrollmegt 

If there Is a sixth O.E. Code represented in this class enter it in 
item 45. 

Item 46 - Indicate the total number of students for this code* 
Item 47 - Indicate the number of coop students for this code* 

Item 48 - Seventh 0>E, Code - Seventh Largest Enrollment 

If there is a seventh 0,E. Code represented in this class enter it in 
item 48. 

Item 49 - Indicate the total number of students for this code. 
Item 50 - Indicate the number of coop students for this code. 

Item 51 - Eighth O.E. Code - Eighth Largest Enrollment 

If there is an eighth O.E. Code represented in this class enter it in 
item 51. 

Item 52 - Indicate the total number of students for this code. 
Item 53 - Indicate the number of coop students for this code. 

Item 54 - Ni^th O.E. Code - Ninth Largest Enrollment ^ « . 

lit there is a ninth O.E. Code represented in this class enter it in 
item 54. 

Item 55 - Indicate the total number of students for this code. 
Item 56 - Indicate the number of coop students for this code. 

Item 57 - Tenth O.E. Code - Tenth Largest Enrollment 

If there is a tenth O.E. Code represented in this cl^ss enter it in 
item 57. ^ ^ 

Item 58 - Indicate the total number of students for this code. 
Item 59 - Indicate the number of coop students for this code. 

Item 60 - Eleventh O.E. Code - The remainder of the enrollment identified with the 
most appropriate one O.E. Code . 

If there is a eleventh O.E. Code represented in this class enter it in 
item 60. 

Item 61 - Indicate the total number of students for this code. 
Item 62 - Indicate the number of coop students for this code. 
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This Completes the form. Take a minute now to be sure you have made a code 
mark in the proper circle corresponding to the letter or number you have printed 
at the top of each column and be sure you have only one code mark in each column. 
Be sure the form is filled in correctly. Iucj)rrect forms may prevent your school 
division from receiving the correct reimbursement* 

Return this form along with the forms fxom the other sections of courses 
you teach to your VERS coordinator in your scWool or school division. 
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VIRGINIA Vocational education * 

ADULl^ ENROLLMENT FORM - VERS 2,3A and 2.3B 

instructions for teachers 

The Virginia Vocational Education Adulti Enrollment Form-is used to collect 
summary enrollment information about students in adult'' vocational education pro- 
grams. Two variations. of the form, VERS 2.3A (red color) and VERS 2.3B (aqua 
color), are used to collect the required enrollment data. 

Reimbursed Adult Vocational Education Programs - VERS 2.3A 

The form, VERS 2.3A (red color), is used for adult vocational education courses 
for which the preliminary applications far reimbursement have been approved by the 
appropriate state supervisor. The individual in each school division designated to 
handle reimbursement for adult vocational programs will receive the forms from the 
appropriate state supervisor and will give them to you. Information from VERS 2.3A 
is used for determining the amount -^f funds for adult vocational education programs 
in your school division. Errors will affect the amount of dollars coming to your 
school divisioit; therefore, all items should be accurately completed.^ Complete arid 
return the VERS 2.3A forms to the same person from which you received the forms at 
the conc lusion of each course . This individual will send the completed forms along 
with the requests for reimbursement to the appropriate state supervisor. All forms 
should be in the State Office not later than June 1. 

Non-reimbursed Adult Programs - VERS 2.3B 

Form VERS 2 ,33 (aqua color) is used for adult vocational education courses which 
are eligible for reimbursement for state vocational funds but such funds have not 
been requested or approved. For example, a course provided for business or industry 
where the entire cost Is provided by that business or industry, would be reported in 
the VERS 2.3B form. These forms are available from your VERS Coordinator, informa- 
tion from VERS 2.3B is. used for reporting to the U. S. Office of Education. Accuracy 
is essential. Complete the VERS 2.3B forms at the conclusion of each course and re- 
turn the m to your local VERS coordinator . All forms sho\ild be in the State Office not 
later than June 1. , 



Instructions for Completing 
VERS 2.3A and 2.3B 

The only differences in the two forms are the form n\imbers and the colors. All 
items included on the forms are the same; therefore, the instructions for co.inpleting 
the forms are the same. 

A separate form is to be completed by you at the conclusion of each adult pre- 
paratory, adult supplementary and/or apprenticeship course. For purposes of these 
formg, a student is any person who enrolls in a course. Listed below these instruc- 
tions are definitions of the adult programs. 

Listed below are item by item instructions for completing both VERS 2.3A and 
VERS 2.3B. . • , 
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VIRGINIA VOCATIONAL iDUCATION ADULT ENROLLMENT 
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FORM VERS 2.3A (FOR REIMBURSED COURSES) 

• Use No. 2 pencit. 

• Do NOT use ink or bail point pen, 

• Make heavy Wack marks that fill the circle completely. 

• Erase completely any changes, 

• Make no stra^ marks. 



Example of PROPER marks: 
•00 0#0 OOi 



Example of IMPROPER marks: 
Z)00 OgO OO^ 
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6. Reason for Program Offering: 


Program Type: 


0 Standard Course 


O Preparatory 


O Requested by Local Employees 


O Supplementary 


O Requested by Local Employers 


O Apprenticeship 


O Requested by Adult Education Staff or 






Advisory Commiaee 




O Community Survey Indicated Need 
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VIRGINIA VOCATIONAL EDUCATION ADULT ENROLLMENT 



FORM VERS 2.3B (FOR NONREIMBURSED COURSES) 

• Use No. 2 pencil. • * 

• Do NOT use ink or ball point pen. 

• Make heavy Wack marks that fill the circle completely. 

• Erase completely any changes. 

• Make no stray marks. 



Example of PROPER marks: 

100 090 00« 



Example of^MPROPER marks: 

2)00 O^O oo^ 
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6. Reason for Program Offering: 


Program Type: 


• * 




O Standard Course 
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O Requested by Local Employees 


0 Supplementary 


O Requested by Local Employers 


O Apprenticeship 


O Requested by Adult Education Staf^ or 

Advisory Committee 
O Community Survey Indicated Need 
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1. Teacher Name - Enter full name of the principal class instructor 
or name of ,the coordinator where there is a series of short blocks 
of instructions making up the course, 

2. Division Name - Enter the name of the school division where classes 
were taught, ^ 



3, Course Name - Give course title. 



4. Closing )Sate of Course r Give, the date of the last class meeting, 

5. Program Type - Indicate whether the adult program is preparatory, 
supplementary, or apprenticeship, (Definitions of adult preparatpry, 
adult supplementary, and adMt apprenticeship programs are given dn ^-^^ 
the next page,) . 

6. Reason for Course Offering - Choose the most appropriate reason for , 
offering the course, 

7. Division Code Give three-digit code for the school division where 
the course was located, (Divisit)n code listed in Appen4ix B of this 
guide,) 

8. School Code - If the course was located ^ a school, give the four- 
digit code for that school. If the course was not located at ^, 
school, enter the number 9999, 

9. Teacher ^s Social Security NinpHer --Enter the social security number . . 
of the individual named in item 1. ^ • * 

10, Total Sessions - Give the total number of class sessions, 

11, Total Course Hours - Give the total number of instructional hours, 

12. Total Employed - Give the total number of students who are known to 
be employed at the time this report is completed. 

13. Total Unemployed - Give the total number of students who are known 
to be unemployed at the time this report is completed. 



This form provides for reporting a maximimi of seven different O.E.' Codes for 
thifr course. No more than seven O.E, Codes should be \ised for a given course. Report 
the students in the most appropriate 0,E, Codes; 0,E. Codes are listed in Appendix A 
of this guide. All 0,E, Codes \ised,on a form should be within the same vocational 
service. 

14, Firsi 0,E. Code - Give the first O.E. Code to be listec 




FqA: items 15-lS, indicate the number of students for the first 0,E. 
Code who fit each of the categories: Males, Females, l^gxilar. Dis- 
advantaged, and Handicapped^ (See definitions followinj^ these, in- 
structions* ) 
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20. Second 0,E. Code - If there is more than one 0,E, Code, enter the 
second 0,E. Code in item 20. 

For items 21-25, indicate the number of students for the second 
O.E. Code who fit each of the categories: Males, Females, Regular, 
Disadvantaged, and Handicapped/ 

26. Third 0,E. Code - If there is a third O.E. Code enter it in item 26. 

For items 27-31, indicate the number of students for the third O.E. 
Code who fit each of the categories: Males, Females, Regular, Dis- 
advantaged, and Handicapped. 

32. Fourth O.E. Code - If there is a fourth O.E. Code enter it in 
item 32. 

• 

For items 33-37, indicate the number of students for the fourth O.E, 
Code who fit each of the categories: Males, Females, , Regular, Dis- 
advantaged, and Handicapped. 

38. Fifth O.E. Code - If there is a fifth O.E. Code, enter it in 
item 38. 

For items 39--43, indicate the number of students for the fifth O.E. 
Code who fit each of the categories: Males, Females, Regular, Dis- 
advantaged, and Handicapped. 

44* Sixth O.E. Code - If there is a sixth O.E. Code, enter it in 
f item 44. 

For items 45-49 indicate the number of students for the sixth O.E. 
Cpde who fit each of the categories: Males, Females, Regular, Dis- 
advantage, and Handicapped. 

50. Seventh O.E. Code - If there is a seventh O.E. Code, enter it in. 
item 50. . . 

For items 51-55, indicate the number of students for the seventh 
O.E. Code who fit e^ch of the categoties: Males, Females, Regular, 
Disadvantaged, and Handicapped. 



Definitions 



Adult Preparatory Program - A program' designed to. provide training, for persons 
who have already entered the la\)6r market or are unemployed, but need training 
or retrainiiig in preparing for a new occupation. 

Adult Supplementary Program - A program designed to provide training for 
persons who "Rave already entered the labor market and nee'd training to be 
updated, or upgraded to achieve stability or advancement in ^heir current 
employment (consumer and homemaking classes and Young Homemakers of America 
are included in this classification). 
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Adult Apprenticeship Program - Occupational training undertaken by a trade 
or Industry in cooperation with a public school for high school graduates 
only. Student works under a written agreement and is paid a^ graduated per- 
centage of the journeyman wage while in training. 

Regular Students - Persons who are neither disadvantaged nor handicapped. 

Disadvantaged Students - Persons who have academic, socioeconomic, cultural, 
or other handicaps (excluding physical or Rental) that prevent them from 
succeeding in regular vocational education^r consumer and homemaking programs 
designed for persons without si^ch handicaps and who for that reason require 
specially designed educational programs or related services. 

Handicapped Students - Persons who are mentally retarded, hard of hearing, 
deaf, speech impaired, visually handicapped, seriously emotionally disturbed, 
crippled, or other health impaired persons who by reason o^^ their handicapping 
condition cannot succeed in a regular vocational or consumer and homemaking 
program designed for persons without such handicaps, and who for that reason 
require special educational assistance or a modified vocational or consumer 
and homemaking education program. A 

0>E. Code - Refers to the career objective for which the student is trained. 
Determine the proper O.E. Code number from Appendix A of this guide. 

\ 




VIRGINIA VOCATIONAL EDUCATION 
STUDENT COMPLETION FORM, VERS 3.2' 



The VERS 3.2 form is used to collect information from students who complete 
a high school vocational education program, graduate from high school or withdraw 
^from high school with marketable skills. This information provides the basis for 
the follow-up of these students. 

The VERS 3.2 form is an individual student form. It contains a section to be 
completed by the teacher and a section to be completed by the student. 



INSTRUCTIONS FOR TEACHERS 

1. Items 5 through 19 of this' form are to be completed by students on or 
about May'l. Students who are absent on that day. should complete the 
form as soon as they return to class. Items 1 through 4 will be com- 
pleted by the teacher. ^ 

2. A form should be completed -by each student who can be classified in 
one of the following five categories at the close of this school year: 
(See Exceptions and Definitions of Program Completions 'below) 

A. Will complete a vocational program and graduate this year. 

B. Will complete a vocational program this year, but graduate in a 
future year. 

C. Completed a vocational program and withdrew from school without 
graduating. 

D. Did not complete a vocational program but will graduate this year 
and is employed fulltime in field of training or a related field. 

E. Withdrew from the vocational program without completing, left this 
school, and is employed fulltime in field of training or a related 
field. 

Exceptions ; 

a. Business Education: > the form should not be completed by students 
who haVe been enroll^ in only the general business or beginning 
typewriting courses. 

b. Consumer and Homemaking Education: the form shoul4 not be completed 
by students in any course which is a part of the Consumer and Home- 
making Education program. 

c. Industrial Arts Education: the form should not be completed by 
students enrolled in Industrial Arts Education. 

Definitions of Program Completion at the Secondary Level 

Agricultural Education : Students completing the requirements of an 
approved agricultural education occupational program of three or more 
years duration, (May be only two years duration if taught at a voca- 
tipnal center that operates on the basis of three consecutive periods 

-22-* 
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of instruction daily for each course) 

or 

completion of an approved senior intensified vocational 
education program' of occupational preparation. 

Business Education ; Students completing a minimum of three courses 
in an approved business education occupational program, 

or 

completion of an approved senior intensified vocational 
education program of occupational preparation. 

Distribative Education ; Students completing the i;equiremeu,ts of an 
approved distributive education oc*cupational program of one or more years 
duration, (Students other than Seniors should not be reported as completions 
if it is known that they will continue in a D. E. program the following year) 

or 

completion of ^n approved senior intensified vocational 
education program of occupational preparation. 

« 

Home Economics Education 

Occupational Home Economics ; Students completing the requirements of 
an approved occupational home economics pro'gram which is one or more years 
duration based upon the level of competency needed for job entry, 

or 

* 

completion of an approved senior intensified vocational 
education program of occupational preparation. 

Trade and Industrial Education ; Students completing the requirements of 
an approved trade and industrial education 'program (health included) which, 
is one or more years duration based upon the level of. competency needed 
for job entry, 

• • or 

completion of an approved senior -intensified vocational 
education program of occupational preparation. 

Write the name of the school and the name of the student (for each student 
who qualifies under one of the five categories in item 2 on the previous 
page) in the spaces provided in the upper right-hand comer of the form. 
This is to be dona prior to the day the students are to complete the forms. 
If the student is no longer in the school, you should obtain the necessary 
information and complete the form for the student. - 
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4» On the day before you plan to use the form, ask the students to: 
a» bring a //2 pencil to use in filling out the form. 

b. know the correct address and telephone number at which they can 
be contacted for the follow-up. 

c. bring their social security number if they have one. 

5. If some students do not have their correct address, telephone number or 
social security niimber on the day the forms are completed, keep their 
forms separate and have the students fill in the missing information the 
following day. 

6. Please study the teacher's script included in this guide. It is written 
so that you may read it verbatim to your classes. Several items in the 
script contain blanks. Fill in the blanks" provided in items 5 and 6 
before class. Use your judgment as to the method of presentation. 

7. Students enrolled in a program in another school, such as a vocational 
center, should use the codes for the school where the program is offered 
(items 5 and 6)., as well as the code for their home high school division 
(item 7). 

8. Listings of special codes which you will need are included in the Appendices 
^ pf this guide. 

, Appendix A: O.E. Codes ( U.S. Office of Education Codes) and Vocational 
Education Course Codes 

Appendix B: Division Codes 
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VIRGINIA VOCATIONAL EDUCATION STUDENT 

COMPLETION FORM VERS 3.2 

• Use No. 2 pencil. • Qo NOT use ink or ball point pen. 

• Make heavy black marks that fill the circle completely. 

• Erase completely any changes'. * Make no stray marks. 
READ THE INSTRUCTIONS PRINTED ON BACK OF THIS FORM. 
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TEACHER'S SCRIPT FOR GIVING 
INSTRUCTIONS TO STUDENTS 



Script type may he read to the students; regular type is instructions or expirations 



Write aiiswers to items 5, 6, 7', and 8 on chalkboard. As class begins, be sure 
all sttidents have #2 pencils > Ball point pens cannot be used . 

We have been asked by the State Department of Education to complete a student 
completion form today. This school division receives state and federal funds to 
help finance ite vocational programs. In order for the State Department of Educa- 
tion in Richmond and the U. S. Office of Education in Washington^ D. C. to plan and 
budget for vocational education^ they must have certain information concerning the 
students enrolled in the programs throughout the state. The information you are 
being asked to give may be available but not necessarily in the form needed by these 
agencies. The information given will ke kept strictly confidential. It is important 
that you fill out the form correctly today because the information on it mil be used 
to contact many of you approximately six months after you graduate from high school. 
At that time you will receive a questionnaire asking for information such as your 
present job^ where you worky kind of skills you are using^ etc. I encourage you 
to complete the form when it arrives and return it. The information will be valuable 
for improving vocational programs in the future in this school as well as across the 



Pass out the forms to those students whose names you have written on the forms. 

As you receive the form check your name on the upper right hand corner^ read the 



COLUMN. DO NOT EXTEND A MARK INTO AN ADJACENT CIRCLE. If you make an er^a^ be 



provided for your benefit. 



state. 



brief instructions on the back of the form and notice the sample marks. Be sure to 
mark the form as shorn. COMPLETELY BLACKEN THE CIRCLES. MAKE ONLY ONE MARK IN EACH 



sure to erase it completely. 
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ITEMS 1-A SHOULD BE COMPLETED BY THE INSTRUCTOR AFTER THE STUDENT COMPLETES 
ITEMS 5-19. 

Instructions for completing items 1 through 4 begin on page 28 of this guide. 
Item 5 ^ Division Code 

I hccoe written on the ohalkboard the code for the division where your classes 
are located. Enter ^ in item 5 and blacken in the proper circle below each 
number. Obtain the division number from the list of pivision Codes included in 

r 

Appendix B of this guide. Students not familiar with this type of optical scanning 
form should be warned to be careful to stay within the small circles around the 
letters or numbers. 

Item 6 - School Code 

In item 6^ enter as shown on the board' and blacken in the , proper circle 

below each number. Obtain the school code from the VERS coordinator for your 
division. The VERS Coordinator will have the State list of school codes for the 
current school year. ^ 

Item 7 - Home Division Code 

Fill in the division code of your home school division. Obtain the appropriate 
division codes from the list of Division Codes in Appendix B of this guide and write 
them on the chalkboard. If a student's home school division is the same school _ 
division where the vocational education courses are offered, his home school division 
code (item 7) is the same as in item 5. - . 

Item 8 - 0. E. Code 

Item 8 is the Office of Education code. This code refers to the occupation for 
which you are being trained. Obtain the code numbers from the list of 0. E. Codes 
(Appendix A) and write them on the board. Students in a given class of business 
education, distributive education, or ICT may have different codes, but all should 
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be within the same vocational service. Use only the codes 'listed. 

Item 9 - Telephone Number 

Enter the telephone number for your permanent address in the boxes (do not 
enter area code) and blacken in the proper circles below.* 

Item 10 - Student's Name 

Item 10 is your name. Print your last name first in the boxes^ one letter per ^ 
box^ starting at the left-hand side. Be sure to keep the letters within the boxes. 
Leave a blank box after the last letter of your last name^ then print your first 
name. Again^ leave a blank box after the last letter of your first name and then 
print your middle initial in the next box. You must hav'e room for your middle 
initial; therefore^ you may have to abbreviate your first name^ possibly using 
only the initial. Students having titles in their names such as Junior, should 
place the abbreviation £05 the title after the middle initial, After^ you have 
printed your complete name^ blacken the circle corresponding^ to each letter of your 
name in the column directly below each letter of your name. Be sure that you make 
only one code mark in each column. Do not blacken any circle below the empty boxes. 

Item 11 - P remanent Street Address, P, Q. Box, or Route and Box 

Item II is your permanent street address. As mentioned earlier^ many of ypu 
will be contacted for follow-up information after you graduate. Those forms will 
be sent to the address given in item II. Someone should be living at this address 
who will always know where to contact you. Follow the same procedure as with your 
name. Skip a space between each part of the address. DO NOT INCLUDE THE CITY OR 
STATE in this section. Abbreviate words in the address when necessary. • Blacken 
in pie correct circle in the columns- below the letters or numbers in the address. 
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Item 12 and 13 - Citv> lovn. or Post Office and State 

Items 12 and^lS are r the oity^ toim or post office and state in which your mail 
is received.^ Print the city name-^n item 12 and then blacken^l^i^he circle correspond- 
ing to each letter. Indicate the state in item U by marking the circle corresponding 
to the correct state. 

Item 14 - Zip Code 

The zip ^ code is it^'n 14. 3e sure tc put in the correct code number and then 
blacken the circles below. ^ 

Item 15 - Age 

Age is item IS. This is your age as of May I of the current school year. Write 
in your age and blacken the prot^^r circ^.e below each nimber. , 

Item 16 - Sex ^ ^ . - ^ 

Blacken the ciiile corresponding to your sex in item 16. 

Item 17 - Social Security Number 

Item 17 calls for your social security number. This will be used for identifi- 
cation purposes only. If you do not have a number^ leave the space entirely blank. 
Enter only th^ numbers^ do not put in ihe hyphens. Do not skip any spaces in the 
. number. Blacken in the proper circle below each number. Remember, social security 
numbers are on driver's licenses and may be on other identification cards. If some 
students do not want to give their social security number, tell them to leave the ^ 
space blank.. 

Item 18 - Ethnic Group 

Item 18 is ethnic group. If you consider yourself of African or Negroid origin 
mark Black. Those of you who consider yourself Caucasians or white should mark 
Caucasian. If you consider yourself of anoiher ethnic group not previously mentioned 

ER?C ' . lOii 
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mark Other. Some students may not wish to indicate their ethnic group. Do not 
insist that this item be completed by the students. It should be completed by 
teachers if not completed by the students. 

Item 19 - Last Grade Completed 

For item 19, mark the civole corresponding to the last grade completed as of 
^the end of this school year. This is the student's actual grade and not^the grade 
for which your course is normally offered. 

This completes your section of the foim. Take amb^ite now to be sure you hccve 
made a code mark in the pj^oper circle corresponding to the letter or number you have 
printed at the top of each column and he sure you have only one code mark in each 
. colwm. 

I will complete items l^ 2^ Z, and 4. They deal with some additional information 
about your graduation date and this program. 

ITEMS 1-4 SHOULD BE COMPLETED BY THE INSTRUCTOR AFTER THE STUDENT COMPLETES. ITEMS 5-19 
Item 1 - Student Status * ^ ' , ^ 

As indicated previously, a form should be completed by each student who can 
be classified in one of the following five categories, Mark the correct circle 
indicating the status of this student. 

A. Will complete a vocational program and graduate this year. 

B. Will Complete a vocational program this year, but will graduate in a 
future year. 

C. Completed a vocational program and withdrew from school without graduating, 
^D. Did not complete a vocational program but will graduate this year and is 

employed fulltime in field of training or related field. 
E. Withdrew from the vocational program without completing, left this school, 
and is employed fulltime in field of training or a related field. 

» 

Item 2 - Graduation Date 

Mark the correct circles to indicate the month and year this student will (did) 
graduate. If the student will (did) not graduate, leave this item blank. 



"3 
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Item 3 -"^Co-op Program v 

Is this student participating in co-op on-the-job training related to your 
vocational progranr? 

Item 4 - Classif icatiott of Student 

Indicate the student's classification: (see definitions below) 

Mark "A" if the student is considered "Regular" 

Mark "B" if the student is considered "Disadvantaged" 

Mark "C" if the 'Student is considered "Handicapped" 

Definitions: 

A. Regular : Persons who are considered neither disadvantaged nor 
handicapp'ed. 

^B. Disadvantaged : Persons who have academic,^ socioeconomic, cultural, or 
other handicaps (excluding physical or mental) that prevent them from 
succeeding in regular vocational education or consumer and homemaking 
programs designed for persons without such handicaps and who for that 
reason require specially designed educational programs or related serv- 
ices. (Includes not only students in special programs for the dis- 
advantaged, but also those disadvantaged students in regular programs 
who are receiving assistance to enable them to succeed in the regular 
program. Students considered to be handicapped (below) are not to be 
classified disadvantaged also ) . 

C. Handicapped : Persons who are mentally retarded, hard of hearing, deaf, 
speech impaired, visually handicapped, seriously emotionally disturbed, 
crippled, or other health impaired persons who by reason of their handi- 
capping condition cannot succeed in a regular vocational or consumer and 
homemaking program designed for persons without such handicaps, and who 
for that reason require special educational assistance or a modified 
vocational or consumer) and homemaking education program. Students ident- 
ified by special educafeloiKpersonnel and/or enrolled in special education 
classes are considered\handipapped. (Includes not only students in 
special programs for the handicapped, but also those handicapped students 
in the regular program who are receiving assistance to enable theia to 
succeed in the regular program. Students considered to be bandicapped 
are not to be classified disadvantaged also ) . 
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VIRGINIA VOCATIONAL EDUCATION 
' ADULT PREPARATORY STUDENT COMPLETION FORM VERS 5»3A and 5*3B 

INSTRUCTIONS 70R TEACHERS 

These forms are to be completed by students who have fulfilled the requirements 
for compXetion of 'an adult preparatory program. Listed below are definitions of 
program completions for each vocational service and the instructions for completing 
the form. The information given will be kept strictly confidential. All forms 
should be in th'e State Office not later than June 1, 

Requirements for Program Completion at the Adult Level 

. Busin.6ss Education A student who has finished the sequence of courses for one of ^ 
the preparatory occupational programs, 

A student who has met the requirements of the most advanced course in typewriting 
and completed one additional course in office education. ^ 

Distributive Education A person who eams^the certificate or diploma granted at 
the completion of the following: (1) a single course of ten hours or more in 
J-ength in the^ DE preparatory adult progifam ("Training for Part-Time Employment" 
course is excluded) , or (2) all required course hours in DE preparatory adult 
diploma program. 

Home Economics Education A student who completes the requirements of any approv- 
able course in occupational home economics. 

Trade and Industrial Education A student who completes a preparatory program 
consisting of a unit or a series of units of combined classroom and shop learning 
experiences or practical work experiences satisfying the requirements of a vo- 
cational objective leading to employment. • 

Instructions For Completing 

VERS 5.3A and 5.3B ^ 

VERS 5.3A - Students Completing Reimbursed Adult Preparatory Programs 

The^form VERS 5.3A (brown color) is to be completed by students 
as they complete the requirements of a reimbursed adult preparatory 
program. The individual in each school division designated to handle 
reimbursement for adult vocational programs will receive the forms 
from the appropriate state supervisor. You should obtain copies of • 
the form from this individual. Aft6r the student completes the form, 
return it to the same individual." He will send the form to the ap- 
propriate state supervisor. 
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VIRGINIA VOCATIONAL EDUCATION ADULT PREPARATORY 
STUDENT COMPLETION FORM VERS S.3A 

(For Reimbursed Courses) 
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VIRGINIA VOCATIONAL EDUCATION ADULT PREPARATORY 

STUDENT COMPLETION FORM VERS 5.3B 

(For Non-Reimbursed Courses) 
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CITY. TOWN, or POST OFFICE 
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13. O.E. Code 


14. Age 




15. Educ. 
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VERS - S tudents Completing Non-Reimbursed Adult Preparatory Programs 

The form VERS 5.3B (purplecolor) is to be ^completed by students 
as they complete the requirements of adult preparatory program. The 
local VERS Coordinator will receive this form from the State Coordinator 
of Vocational Education Research and Statistics. Yota should obtain 
copies of the form from your local VERS coordinator. After the student 
completes the form, return it to the VERS coordinator. He will send 
the form to -the state office for tabulation. 

Item by Item Script 

for VERS 5.3A and 5.3B 

• ■ 

The only differences in the two forms are the form numbers and the colors. All 
it^ms include*d on the forms are the same; therefore, the instructions for completing 
the forms are the same. 
* 

Portions of the following instructions are written in script form for your 
convenience in reading to the student. The portions in regular type are instruc- 
tions or explanations for your benefit. • • 

After each student has a copy of the form, allow him time to read the in^truct- 
tions on the back of the form. J 

1» Division Name - Give name of school division where classes were taught* 

2. Teacher^ s Name - Enter full name of the principal class instructor. 

3, Start/End Dates of Your Program - Mark the month and year that your program 
began and the month and year that your program was^ completed. 

4» Social Security Number - Enter your social secujH.tf^nvffSbe^ If you do not have 
a number^ leave it blank. 

5^ Division Code - The code for this school divisior is ^ . Give the three- 
digit code for the school division where the classes were located. Obtain the 
division code numbers from the list of Division Codes in Appendix B. 

6^ Home Division Code - If the division code in item S is not the code for the 
school division in which you live^ fill in your home division code^ otherwise 
leave this item blank. Provide when necessary the home division code numbers 
to the students* Out-of-state studeijts should use 999 for the home division 
code* 

Er!c_ « J 09 
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7. Phone Number - Give youx* permanent home telephone number. 

8. Student's Name - Print your last name first in the boxes ^ one letter per box^ 
starting at theHk^^-hand side. Be sure to keep the letters within the boxes. 
Leave a blank box after the last letter of your last nome^ then print your 
first name. Again ^ leave a blank box after the last letter of your first name 
and then print your middle initial in the next box. You must have room for 
your middle initial; therefore^ you may ha:oe to abbreviate your first name^ 
possibly using only the initial. Students having titles in their^ names such 

as Junior, should place the abbreviation for the title after the middle initial. 
After you have printed your complete name^ bladken the air ale corresponding 
to each letter of your name in the Qoluntn directly below each letter of your 
name. Be sure that you make only one code mark in each column. Do not blacken 
any circle below the empty boxes. 

9. Address - Item 9 is your permanent street address. As mentioned earlier^ many 
of you will be contacted for follow^-up information after you graduate. These 
follow-up forms will be sent to the address given in item 9. Someone sliould be 
living at this address who will always know where to contact you. Follow the 
same procedure as with your name. Skip a space between each part of the address, 
do WT INCLUDE THE CITY OR STATE in this section. Abbreviate words in the 
address when necessary. Blacken in the correct circle in the columns below 



the letters or numbers in the address, 
i 



10. City - Give the city^ tawn^ or p'ost office in which your mail is received. 

11. State - Mark the State in which your city^ town^ or post office is located. 

12. . Zip Code - Enter the correct code number. 

13. O.E. Code - Give the six^-digit code referring to the career objective for 
which you are being trained in this program. A list of 0. E. Codes is pro- 
vided in Appendix A. Choose the appropriate code from the list — no other 
codes can be accepted. 

ERIC ^ lilO 
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14 » A^e - Give your age as of your last birthday. 

15. {Education - Give the level of your highest year of education. 

16. Sex - Fill in the circle corresponding to your sex. 

Item jl? should be completed by the instructor. 

'1 

17a. jf^lassification - Refers to student classification. Definitions of classification 

are given below. Mark only^one. ^ * 

Mark "A." if the student is coi^sldered "Regular''. 

Mark "B" if the student is considered "Disadvantaged". 

Mark "C" if the student is considered "Handicapped". 

Definitions 

^ Regular ; Persons who are considered neither disadvantaged nor handicapped. 

Disadvantaged ; Persons ^who have academic, socioeconomics, cultural or other 
handicaps (excluding physical or mental) that prevent them^ from succeeding 
in regular vocational education or consmner and homemaking programs designed 
for persons without such handicaps and who for that reason require specially 
designed educational programs or related services. (Includes not only students 
in special programs for the disadvantaged, but also those disadvantaged 
students in regular programs who are receiving assistance to enable them to 
succeed in the regular program. Students cons'idered to be handicapped (below) 
are not to be classified disadvantaged also) . 

Handicapped ; Persons who are mentally retarded, hard of hearing, deaf, speech 
impaired, visually handicapped, seriously emotionally disturbed, crippled, or 
other health impaired persons who by reason of their handicapping condition 
cannot succeed in a regular vocational or consumer and homemaking program de- 
signed for persons without such handicaps, and who for that reason require 
special educational assistance or a modified vocational^-or consumer and home- 
making education program. Students identified by special education personnel 
and/or enrolled in special education classes are considered handicapped. 
(Includes not only students in special programs for the handicapped, but also 
those handicapped students in regular programs who are receiving assistance to 
enable them to succeed in the regular program. Students considered to be hand- 
icapped are not to be classified disadvantaged also) . 

17b. Program - Refers to program designation. Indicated how, the program is designated, 

Mark only one. 

Mark "A" if the program in which this student is participating is a "regular" 
class. 

Mark "B" if the program in which this student is participating is specially 
designed for "disadvantaged" students. 

Mark "C" if the program in which this student is participating is specially 
designed for "handicapped" students. 
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O.E, CODES AND VOCATIONAL EDUCATION COURSE CODES 
VIRGINIA STATE DEPARTMENT OF EDUCATION 
TEACHER'S DAILY ASSIGNMENT gODES LIST 1975-76 



Agricultural Education Occupational Pro-grams 



\ 



O.E. Codes 



Course Codes, and Titles 



010100 Agricultural Production 



010200 Agricultural Supplies 
and Services 

010300 Agricultural Mechanics 



010400 Agricultural Products 



010500 Ornamental Horticulture 



8010 Agricultural Production III 

8012 Agricultural Production IV 

8014 Agricultural Production V 

8022 Agrici^ltural Business III 

8024 Agricultural Business . IV 

8026 Agricultural Business V 

8016 Agricultural Machinery Services III 

8018 Agricultural Machinery Services IV 

8020 Agricultural Machinery Services V 

8028 Agricultural Processing and Marketing III 

8030 Agricultural Processing and Marketing IV 

8032 Agricultural Processing and Marketing V 

8034 Ornamental Horticulture III 

8036 Ornamental Horticulture IV 

8038 Ornamental Horticulture V . 



010600 .Agricultural Resources 
or 

010700 Forestry 



019900 Other - Agriculture 



8040 Natural Resources Management III 
8042 Natural Resources Management IV 
8044 Natural Resources Management , V 

(List under the most appropriate OE Code.) 

8006 Agricultural Science and Mechanics I 
8008 Agricultural Science and Mechanics II 



0 



Agricultural E 
I 0, 



8050 Agriculture - Special Needs 

8070 General Mechanics - Special Needs - 

(Disadvantaged) 
8053 Agricultural Education for the Handicapped 



Education Senior Intensified Progrkms 



E. Codes 



010500 Ornamental Horticulture 



Course Codes and Titles 

8051 Tyrf Management Coop. 
8051 Turf Management Non-Coop. 
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Agricultural Education Senior Intensified Prog rams (Continued) 



0,E, Codes 
010300 Agricultural Kechanlcs 



Course Codes and Titles 

8052 Farm Equipment Oper. Coop. 
8052 Farm Equipment Oper. Non-Coop. 



Agricultural Orientation and Exploration Programs 



O.E. Codes 

019999 Exploratory or 
Orientation 



Course Codes and Titles 



8002 Exploratory Agriculture - Grade 6 

8003 Exploratory Agriculture - Grade 7 

8004 Exploratory Agriculture - Grade 8 
36' wks) 



(18 wks) 
(18 wks) 
(18 or 



Business Education Occupational Progr^mis 

5k 



140100 



O.E. Codes 

Accounting and 
Computing Occupations 



/ 



140200 Business Data Proces- 
sing Systems Occupations 



140300 Filing, Office Machines, 
General ClerlQal Occupa- 
tions 

Repjrographics 



*6110 
6151 
6340 
6350 

*6110 
6151 
6311 
6315 
6410 

6500 
*6110 
6151 
6640 
6650 

*6110 
6151 
6710 
6720 

*6110 
6151 
6154 
6311 

6330 
6410 



Course Codes and Titles 

General Business - (18 or 36 weeks) 
Beginning Typewriting . 
Clerical Accounting I (block) 
Clerical Ac*countlng II (block) 
or 

General Business 
Beginnlr^g Typewriting 
Bookkeeping, Beginning 
Bookkeeping, Advanced 
Office and Clerical Practice 
or 

Vocational Office Training 

General Business 

Beginning Typewriting 

Business Data Processing I (block) 

Business Data Processing II (block) 

General Business 
Beginning Typewriting 
Filing I or 6660 Reprograph I 
Filing II or 6670 Reprograph II 
or 

General Business 
Beginning Typewriting 
Advanced Typewriting 
Beginning Bookkeeping 
or 

Recordkeeping I 
' Office and Clerical Practice 
or 




'6500 Vocational Office Training 
6420^ Office Procedure 

^General Business students at the ninth grade level will be reported as O.E. Code 
14999S. General Business sAdents enrolled at other grade levels will not be reported. 
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Buslness Education Occupational Programs (Continued) 



. O.E. Codes 

140100 Office Services - 
140 300 Dlsa dvan t aged 

Office ServlcesrHandlcapped 

140700 Stenographic, Secretarial 
and Related Occupations 



140900 Typing and Related Occu-: 
pat Ions 



Course Codes and Titles 

6740 Office Services I (block) 

6741 Office Services II (block) 

6742 Office Services III (block) 

6745 Business Education for Handicapped , 

*6110 General Business 

6151 Beginning Typewriting 

6250 Stenography I (block) 

6260 Steno. II (block) or 6^30 Med.Of f .Pro. 

or or 6735 Leg. Off. Pro, 

*6110 General Business » 

6151 Beginning Typewriting 

6154 Advanced Typewriting ^ . 

6211 Shorthand, Beginning . . 

6215 Shorthand, Advanced 

6410 Office and Clerical Practice 

or V . * 

6500 Vocational Of flee .Training 

*6110 General Business 
6151 Beginning Typewriting 

6159 *Clerk--Typist I(block) 

6160 Clerk-Typist II 

or 

*6110 General Business 
6151 Beginning typewriting 
6154 Advanced Typewriting 
6410 Office and Clerical Practice 
or 

6500 Vocational Office Training 



Business Education Senior Intensified Programs 
O.E. Codes 



Course Codes and Titles 



140300 Filing, Office Machine, 
General Clerical Occup- 
tlons 

Reprographics 



6750 Office Clerk Coop. 
6750 Office Clerk Non-Coop. 



Business Education Orientation and Exploration 
O.E. Codes 



Course Codes and Titles 



149999 Business Exploration 6109 Business Exploration 

6320 Accounting - Grade 12 
6430 Offlcd Supervision and Management 
6611 Survey of Data Processing 
*General Business students' at the, ninth grade level will be reported as O.E. Code 
149999. General Business students enrolled at other grade levels will not be reported. 



V 
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Business Education for Adult Classes Only 

OTFOsndes Cou rse Codes and Titles 

140600 Personnel Training and 

Related Occupati<ins 
140800 Supervisory and Adminis- ^ * 

trative Management 
, Occupatipns 



• Distributive Education Occupational Programs 



Q,E, Codes 

040100 Advertising Serv 

040200 Apparel & Acces 

. 040300 Automotive 

040400 finance & Credit 

040500 Floristry 

040'600 Food Distribution 

* 040700 Food Services 

040800 Gen Merchandise 

040900 Hdwe Bldg 

041000 Home Furnishings 

041100 Hotel & Lodging 

041200 Industrial Marketing 

041300 Insurance 

041400 International Trade 

041500 Personal Services 

041600 Petroleum' 

041700 Real Estate 

^ 041800 Recreation & Tourism 

041900 Transportation 

042000 Wholesaling 

. 049998 RadiorTV Broadcasting 

049999 Explor or Orientation 

049900 Other (Occup in DE 

coop not classified^ 

elsewhere) 

041600 Petroleum 



040600 Food Distribution 



040700 Food Services 



ERIC 



Occupational Prepara- 
tion Programs (Coop) 

DE Coop. Program 



Course Codes and Titles 



8120 DE II - Grade 11 
8130 .DE lTl\- Grade 12 
8140 DE II ioop. - Grade 11 

Disa^antaged 
814lV.£&^I Coop. - Grade 12 

Disadvantaged 
8160 DE fbr Handicapped 
Use Appropriate O.E. Code For 5ach Student's Career 

Obj ective 



Marketing 



8132 Marketing I - Gr^ 11 
813^ Marl^ting II - Grade 12 



Use' Appropriate 0«E. C0e For Each Student's Career 

Objective 




Petroleum Marketing **8148 ^Petroleum Marketing - 

Grade U 



Food Distribution 



**8142. .Food Distribution - 

Grade 12 
**8143 Food Distribution - 

Grade 12 - Disadvantaged 



Ho^el-Motel Manage- 
ment 



**81Ab' Hotel-Motel Management - 
Grade 12 



**Course8 approved for special school divisions. 

- - - I 
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Distributive Education Occupational Programs (Continued) 

\ 



' O.E> Codes 

041100 Hotel & Lodging 
041500 Personal Services 
or 

041800 Recreatlon^& Tourism 
049998 Radlo--TV Broadcast 



Qccupatj^onal Prepara- 
tion Programs (Coop) 



Radio-TV Broadcasting 




Course Codes and Titles 



**8161 Radios TV I - Grade 9 
**8162 Radio & TV II - Grade 10 
**8163 Radio & TV III - Grade 11 
**8164 Radio & TV IV - Grade 12 



Distributive Education Senior Intensified Programs 

• \ 

Q>E> Codes 
Use Appropriate o.E. Code 



Distributive Education Orientation and Exploration Progilams 




Course Codes and Titles 

8149 i Retail Selling 
Non-Coop. 



O.E. Codes 

040100 Advertising Serv 

0402Q0 Apparel & Acces^ 

040300 Automotive 

040400 Finance & Credit 

040500 Florlstry . 

040600 Food Distribution 

040700 Food Services 

040800 Gen Merchfitodlse , 

040900 Hdwe Bldg 

041000 Home Furnishings 

041100 Hotel & Lodging 

041200 Industrial Marketing 

0141300 Insurance ^ 

041400 IntematidBal Trade 

041500 Personal Services 

041600 Petroleum 

041700 Real Estate 

041800 Recreation & Tourism 

041900 Traiisportation 

042000 Wholesaling 



Course Codes and Titles 

Education for Employ- 8157 Educa, for Employ. - 
ment Grade 7 - Disadvantaged 

8158 Educa. for Employ. 
Grade 8 - Disadvantaged 

8159 Educa. for Employ. - 
Grade 9 \ DisaHvantaged 

Use Appropriate O.E. Code For Each Student^.s Career 

Objective 



DE I Preparatory 



8110 DE I Preparatory - 
Grade 10 



Use Appropriate O.E. Code For Each Student's Career 

Objective 



'^Courses approved for special sdhool divisions. 



IC • - 1,16 
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Distributive Educatioii Orientation and Exploration Programs (Continued) 

0>E. Codes ^ Course Codes and Titles 

049998 ' Radio-TV Broadcastl'ng 

049999 Exp lor. or Orientation ' ' * 
049900 Other (Occup In DE 

coop not classified 
elsewhere) . 

040200 Apparel & Acces 
040800 Gen Merchandise 



Fashion Merchandising 8144 Fashion Merchandising - 

Grade 12 



Home Economlce Education Occupational Programs 
O.E. Codes 



Course Codes and Titles 



Use Appropriate O.E. Code 



090201 Child Care Services 



090202 Clothing Services 



090203 Food Services 



090204 Home Furnishings Services 



090205 Home & Institutional Services 



Use appropriate O.E; Codes-Handicapp.ed 



Recommended Prerequisites for Home Economics . 
Occupational 

Programs: Consumer and Homemaking I & II 

8224 Occ. H. E. Cluster I - Disadv. 

8225 Occ. H. E. Cluster II - Disady. 

8285 Child Care Occupations I 

8286 Child Care Occupations II 

8287 Child Care Occ. I - Disadv. 

8288 Child Care Occ. II - Disadv. 

8280 Clothing Occupations I 

8281 Clothing Occupations II 

8282 Clothing Occ. I - Disadv. 

8283 clothing Occ* II - Disadv. 

8275 Fbod Occupations I 

8276 Food Occupations II 

8277 Food Occ. I- Uisadv. 
827a Food Occ. II - Disadv. 

8295 Home Furnishings Occupations I 

8296 Home Furnishings Occupations II 

8298 Home Furnishings I - Disadv. 

8299 Home Furnishings II - Disadv. 

8290 Home and Instit. Occupations I 

8291 Homeland Instit. OccupatioAs II 

8292 Home and Institt Occ. I - a)isadv. 

8293 Home" and Instit v Occ. II - Disadv. 

8222 Occ. Home Ec. for Handicapped 
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O.E* Codes 




Course Codes and Titles 


090203 
090202 


Food Services 
Clothing Services 


8279 

8283 
8283 


Catering Specialist Coop» 
catering bpeciallst Non-Coop • 
Fashion Specialist - Coop. 
Fashion Specialist - Non-Coop 


Consvnner and Homemaking Programs 






* 


0*£* Codes 




Course Codes and T5 ties 


090101 

• 


Consumer & Homemaking 
Family Living 


8^38 — Homemaking I 

8240 Homemaking II 

8250 Homemaking III 

8260 Homemaking IV 

8270 Homemaking V (Non-Sequential) 


090103 
090103 


Clothing Ma^gement 
Clothing Management 


*8241 
*8242 


Clothing I ^ 
Clothing It 


090107 
090107 


Food Management 
Food Management 


*8246 
*8247 


Foods I 
Foods II 




Codes Specialized Areas 




Course Codes and Titles 


090101 
090101 
090102 


Consumer and Homemaking 
Consumer and Homemaking 
Child Development 


8230 
8240 
8284 


Homemaking I ^ 
Homemaking II 

Child Development - 18 wks. 


090101 
090101 
090103 


Consumer and Homemaking 
Consumer and Homemaking 
Clothing Manag^ent 


8230 
8240 
8274 


Homemaking I 
Homemaking II 

Clothing Management - 18 wks* 


090101 
090101 
090108 


Consumer and Homemaking 
Consumer and Homemaking 
Consumer Economics - Home Manage ♦ 


8230 
8240 
8271 


Homemaking I 
Homemaking II 
Consumer Economics - 
Home Management - 18 wks* 


090101 


• 

Consumer and Homemaking 


8230 


Homemaking I 



090101 
090101 

090101 
090101 
090107 

090101 
090101 
090109 



Consumer and Homemaking 
Marriage and the Family 

Consumer and Homemaking 
Consumer and Homemaking 
Food Management 

Consumer and Homemaking 
Consumer and Homemaking 
Home* Furnishings & Housing 



8240 Hotaemaklng II 
^8272 Maflj^age & th^ Family - 18 wks. 

8230 Homemaking I 

8240 ^ Homemaking II 

8273 Food Management - 18 wks. 



8230 Homemaking I \ 
8240 Homemaking II 
8297 Home Fu^m^shings & 



Housing - 18 wks 

*Courses approved by State Board of Education for specific school divisions^ 



lis: 



Home Economics Orientation and Exploration Programs 
" 0,E, Codes 
(Non-Sequential Offerings) 



Course Cod^s, anfl Titles 



0^999 Intermediate Consumer & Homemaking 8205 Homemaking ,Grade 6-18 wk%^ 

8206 Homemaking Grade 7-18 wks. 

8207 Homemaking Grade" 7 - less 
than. 18 wks . ^ ' : ' 

8208 Homemaking Grade 7-36 wks. 
8210 Homemaking Grade 8-18 wks. 



090199 Home Economics - Homemaking 
090999 Home Economics Occupational Expl. 



8220 Home Economics - Adapted - 36 wks, 

8221 Home Economics - Occupational 
Exploration - 36 wks. 



Industrial Arts Orientation and Exploration 
O.E. Codes 



109999 



Industrial 



— ^ ^ Course Codes and Titles 

8464 Exploring Technology - 18 wks. 

8461 Exploring Techn. - 18 wks. 
or 36 wks. • 

8462 Modem Industry and Techn. 
(7-9 grades) 

8463 American Industry (7-9 grades) 

8431 The Wprld of Construction 

(7-9 grades) 
8425 ,The World of Manufacturing 

(8-10 grades) 

8415 The World of Communications 
(9-10 ka^) 

8445 The World of Transportation 
(9-10 grades) 



Trade and Indtxstrial Education Occupational Programs 



O.E. Codes 



170100 Air Conditioning & Refrigeration 



170301 Auto Body Repair 



Course Codes and Titles 

8503 Air Cond. & Refrig. I 

8504 Air Cond. & Refrig. II 

8505 Air 'Cond. & Refrig. Ill 

8676 Auto Body Repair I 

8677 Auto Body Repair II 

8678 Auto Body Repair III 
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Trade and Industrial Education Occupational Programs (Continued) 



0*E, Codes 



Course Codes and Tltlfes 



170303 Auto Mechanics 



171004 Bricklaying (Masonry) 



171099 Building Trades 

(Other Construction and 
Maintenance) 



171001 Cablnetmaklng & Carpentry 



170700 Commerclar Art Occupations 



8506 Auto Mechanics I 

8507 Auto Mechanics II 

8508 Auto Mechanics III 

8710 Auto Servicing I - Dlsadv. 

8711 Auto Servicing II - Dlsadv,\ 

8512 Bricklaying I 

8513 Bricklaying II 

8514 Bricklaying III 

8713 Bricklaying I - Dlsadv. 

8714 Bricklaying II - Disadv, 

8515 Building Trades I 

8516 Building Trades II 

8517 Building Trades III 

8716 Building Trades I - Dlsadv. 

8717 .Building Trades II - Dlsadv. 

8518 Carpentry-Cabinet Making I 

8519 Carpentry-Cabinet Making II 

8520 C^rpentry-Cabient Making III 

8^70 Commerci^ Art I 

8571 Commercial Art II 

'8572 Commercial Art: III 



172900 Commercial Foods . 

(Quantity Food Occupations) 



^ 8521 Commercial Foods I 

'8522 Commercial Foods II 

8523 Commercial Foods III 

8719 Commercial Foods I - Dlsadv. 

' 8720 Commercial Foods II - Dlsadv. 



173300 Commercial Sewing > 
(Textile Production & 
FabricatijOn) 

172^02 Cosmetology 



8524 Commercial Sewing I 

8525 Commercial Sewing II 

8526 Commercial Sewing III 

8527 Cosmetology , I 

8528 Cosmetology II 

8529 Cosmetology III 



171200 Dlesd Mechanics 



8679 Diesel Mechanics I 



171300 Drafting Occupations 



171400 Electricity 

(Electrical OccupO 



8530 Drafting I 

8531 Drafting TI 

8532 Drafting III 

8533 Electricity, I 

8534 Electricity II 

8535 Electricity IK 



/ 
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Trade and Industrial Education Occupational Programs (Continued) 

O.E. Codes ' Course, Codes and Titles 



171500 ' Electronics 

(Electronic Occupations) 



070303 Health Assistant Cluster 
(Same as Nurses' Assistant) 
***Industrlal Cooperative Training 



171099 Industrial Maintenance Mechanics 
(Other Construction & Maintenance) 



***Industrlal Work Experience 

V 



8536 Electronics I 

8537 Electronics II 

8538 ]felectronlcs III 

8561 health Assistant Cluster I - Dlsadv. 

i V 

/ 

8901 Industrial Cooperative Tr. I 

8902 Industrial Cooperative Tr. II 

8575 Industrial Malnt. Mech. I . 

8576 Industrial Maint. Mech. II 

8577 Industrial Malnt. Mech. Ill 

8905 Industrial Work Experience I - 
Dlsadv. 

8906 Industrial Work Experience II - 
Dlsadv. 



172300 Machine Shop 

(Metalworklng Occupations) 



171099* Maintenance & Repair 

(Other Construction & Maintenance) 



070904 Medical Asslktints 



172300 Metal Trades 

(Metalworklng Occupations) 



179900 Mine Machinery Repair 
♦070303 Nbrses' Aide 

\ 

• \ \ 

171007 Plumbing and Plpeflttlng 
***Li8t students by Occupational Code. 



8539 Machine Shop I 

8540 Machine Shop II 

8541 Machine Shop III 

8542 Maintenance & Repair I - Dlsadv. 

8543 Maintenance & Repair II - Dlsadv. 
854-4 ' Maintenance & Repair III - Dlsadv. 

8545 , Medical Assistants I 

8546 Medical Assistants II 

8547 Medical Assistants III 

8548 Metal Trades I 

8549 Metal Trades II 

8550 Metal Trades III 

8722 Metal Fabrication I - Disadv. 

8723 Metal Fabrication II - Disadv. 

8580 Mine Machinery Repair I . ' 

8581 Mine Machinery Repair II 

8582 Mine Machinery Repair III^ 

8560 Nurses' Aide I 

8562 Nurses' Aide II 

8551 Plumbing I 

8552 Plumbing II 

8553 Plumbing III 



FRir 
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Trade and Indtistrlal Education Occupational Programs (Continued ) 



O.E. Codes 



17310Q Power Mechanics 



Course Codes and Titles 



(-Saall Engine Repair) 



070302 Practical Nursing 



171900 Printing (Graphics Arts 
Occuptalpns) 

172300 Sheet Metal (Metalworklng 
Occupations) 



173400 Shoe Repairing 



173300 Tailoring 

(Textile Production & Fabrication) 



172300 Welding (Metalworklng Occupations) 



Use Appropriate O.E. Code 



. 8554 


Power Mechanics I 




8555 


Power Mechanics II 




8556 


Power Mechanics III 




8725 


Small Engine Repair I - 


Disadv. 


8726 


Small Engine Repair II 


- Disadv. 


8557 


Practical Nurslne I 




8558 


Practical Nursing II 




8559 


Practical Nursing III 




8660 


Printing I 




8661 


Printing II 




' 8662 


Printing III 




8663 


Sheet Metal I 




• 8664 


Sheet Metal II 




8665 


Sheet Metal III 




8666 


Shoe Repairing I- 




8667 


Shoe Repairing II 




8668 


Shoe Repairing III 





8669 Tailoring I 

8670 Tailoring JI 

8671 Tailoring III 

8672 Welding I 

8673 Welding II 

8674 Welding III 

9011 T &'I Education for Handicapped 



Trade and Industrial Education Senior Intensified Programs 



O.E. Codes^ — 

Use Appropriate O.E. Coda 
170302 Auto Mechanics 
170301 Auto Body Repair 
172900 Qty. Food Occup. 



Course Codes and Titles 

' — ^ — — » ■ . ^ mwm^v m mn 

8904 Ind. Coop. Training Coop. 

8680 Tune Up Specialist Non-Coop. 

8681 Painter, Automobile Non-Coop. 
8691 Short Order Cook Non-Coop. 



Trade and Industrial Orientation and Exploration Programs 



O^E. Codes 
179999 industrial Career Exploration 



Course Codes and Titles 

8702 Industrial Career Expl. I 
8704 Industrial Career Expl. II 
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Trade and Industrial Orientation and Explorat ion Programs (Continued) 



0,E> Codes 
179999 Industrial Career Orientation 



Course. Codes and Titles 

8701 Industrial Cateer Orient. I 
8703 Industrial Career Orient. II 



Other O.e/ Codes For Trade and Industry and Health 
(For Use with Cooperative and Adult Courses) 



170200 Appliance Repair 

170399 Other Automotive 

170400 Aviation Occup 
170500 Blueprint Reading 
170600 Bus Mach Maint 
170800 Cm! Fishery Occup 
170900 Cm! Photog Occup 
171002 Electricity 
171100 Cxistodial Serv 
171600 Fabric Maint Serv 

171700 Foremanship Super & Mgt Devel 

172000 Ind Atomic Energy 

•172100 Instr Maint & Repair 

172200 Maritime Occup 

172400 Metallurgy Occupations 

172699 Other Personal Serv 

172801 Fireman Training 

HEALTH PROGRAMS 

070101 Dental Assistant 

070102 Dent H^gienist (Asso) 

070103 Dent Lab Tech 
070203 Med Lab Assisting 
070299 Other Med Lab ,Tech 
070301' Nurse, Asso Degree 

070401 Occupational Therapy 

070402 Physical Therapy 

ACROSS-THE-BOARD COURSES*** 
(Special Projects) 

O.E. Codes 

Use the appropriate O.E.Code and course 
codes to use for across-the-board course. 



172802 
172899 
173000 
173200 
173500 
173600 
179900 



Law Enforcement Trg 
Other Public Serv 
Refrigeration 

Stationary Energy Sources Occup. 
Upholstering 
Woodworking Occup. 
Other (ICT OccUp not classified 
elsewhere) 



070501 
070700 
070800 
070903 
070906 
079999 
079900 



Radiologic Technology 
Environmental Health 
Mental Health Tech 
Iphalat Therapy Tech 
^alth Aide 
Explor or Orientation 
Other (ICT Occup not classified 
elsewhere) 



Course -Codes and Titles 

>9010 Work Instruction Program for 

Fourteen & Fifteen Year Old Students 
9020 Cooperative Program I for Former 

Dropouts and. Potential Dropouts 
9030 Cooperative Program II for Former 

* Dropouts and PotentlaL Dropouts 
9012 Combined Vocational Education for 
Handicapped 



ERLC 



1 23 



COUNTIES 



APPENDIX B 
DIVISION CODES 



ACCOMACK 

ALBEMARLE 

ALLEGHANY 

A^IELIA 

AMHERST 

APPOMATTOX 

ARLINGTON 

AUGUSTA 

BATH 

BEDFORD 

BLAND 

BOTETOURT 

BRUNSWICK 

BUCHANAN 

BUCKINGHAM 

CAMPBELL 

CAROLINE 

CARROLL ' 

CHARLES CITY 

CHARLOTTE 

CHESTERFIELD 

CLARKE 

CRAIG 

CULPEPER 

CUMBERLAND 

DICKENSON 

DINWIDDIE 

ESSEX 

FAIRFAX , ^ 

FAUQUIER 

FLOYD 

FLUVANNA 

FRANKLIN ^ 

FREDERICK 

GILES 

GLOUCESTER 
GOOCHLAND 
GRAYSON 
GREENE 
GREENSVILLE 
HALIFAX 
HANOVER 
HENRICO 
HENRY- 
HIGHLAND 
ISLE OF WIGHT 
JAMES CITY CO. 
KING GEORGE 



001 KING & QUEEN 049 

002 KING WILLIAM! 050 

003 LANCASTER 051 

004 LEE 052 

005 LOUDOUN 053 

006 LOUISA 054 

007 LUNENBURG 055 

008 MADISON 056 

009 MATHEWS - 057 

010 MECKLENBURG 058 

011 MIDDLESEX 059 

012 MONTGO^IERY 060 

013 NELSON 062 

014 . NEW KENT 063 

015 NORTHAMPTON 065 

016 NORTHUMBERLAND 066 

017 NOTTOWAY ' 067 

018 ORANGE 068 

019 PAGE 069 

020 PATRICK 070 

021 PITTSYLVANIA 071 

022 POWHATAN 072 

023 PRINCE EDWARD 073 

024 PRINCE GEORGE 074 

025 PRINCE WILLIAM 075 

026 PULASKI 077 

027 RAPPAHANNOCK 078 

028 RICHMOND 079 

029 ROANOKE 080 

030 ROCKBRIDGE 081 
031^ ROCKINGHAM ^ 082 
032 ' RUSSELL 083 

033 SCOTT 084 

034 SHENANDOAH 085 

035 SMYTH 086 > 

036 SOUTHAMPTON 087 
'037 SPOTSYLVANIA 088 

038 STAFFORD ' 08? 

039 -SURRY, 090 

040 SUSSEX 091 

041 TAZEJ^ELL - -092 

042 WARREN . 093 

043 WASHINGTON * 094 

044 - WESTMORELAND 09 5 

045 WISE 096 

046 . WYTHE 097 
04 7 YORK ' 098 
048 



CITIES 

ALEXANDRIA 

BEDFORD 

BRISTOL 

BUENA VISTA 

CHARLOTTESVILLE 

CHESAPEAKE 

CLIFTON FORGE 

COLONIAL HEIGHTS 

CbVINGTON 

DANi/ILLE 

EMPORIA 

FAIRFAX 

FALLS' CHURCH ^ 

FRANKLIN 

FREDERICKSBURG 

GALAX ' . • 

HAMPTON 

HARRISONBURG 

HOPEWELL 

LEXINGTON 

LYNCHBURG 

MARTINSVILLE 

NEWPORT NEWS 

NORFOLK 

NORTON 

PETERSBURG 

PORTSMOUtH 

RADFORD 

RICHMOND 

ROANOKE 

SALEM 

SOUTH BOSTON 

STAUNTON 

SUFFOLK 

VIRGINIA BEACH 
WAYNESBORO 
WILLIAMSBURG 
WINCHESTER 



TOWNS 

CAPE CHARLES 
COLONIAL BEACH 
FRIES 
POQUOSON 
SALTVILLE 
WEST POINT 



101 

140 

102 

103 

104 

136 

105 

106 

107 

108 

138 

134 

109 

135 

110 

111 

112 

113 

114 

137 

115 

116 

117 

118 

119 

120 

121 

122 

123 

124 

139 

133 

126 

127 

128 

130 

131 

132 



201 
202 
203 
'205 
206 
207 
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SPECIAL ADULT DIVISION CODES 



For purposes of VERS reporting^ use the following division codes for the corresponding 
institution*? where adult vocational education courses are taught: 



' Coinmunity Colleges 

820 Blue Ridge Coinmunity College 

»821 Central Virginia Coinmunity College 

822 Dabney S. Lancaster Coinmunity College 

823 Danville Community College 

824 Eastern Shore Coinmunity College 
^825 - Germanna Community College 

\ 826 John Tyler Community .College 

827 Lord Fairfax Community^ College 

828 Mountain Empire Coinmunity College 

829 New River Coinmunity College 

830 Northern Virginia Coinmunity College 

831 Patrick Kenry Coinmunity College 

832 Paul D/ Camp Coinmunity College 

833 Piedmont Coinmunity College 

834 Rappahannock. Community College ^ 

835 J. Sargeant Reynolds Community College 

836 Southside Virginia Community College^ • 

837 Thomas Nelson Coinmunity College 

838 Tidewater Coinmunity College 

839 Virginia Highlands Community College 

840 Virginia Western, Coinmunity College 

841 Wytheville Community College 

842 Southwest Virginia Community College 



Colleges and Universities 



State Agencies 

903 ^ State Police Administration Head- 
quarters 

Adult Correctional Institutions 

980 Bland Correctional Farm 

981 Virginia State Penitentiary 

982 Virginia State Farm for Men 

983 Southampton Farm 

984 Virginia State Industrial Farm for 
Women (Go o chland) 

985 Prince George Federal Reformatory 

986 Wise Correctijpnal Unit at Coebum, 
Virginia 

Institutions for the Handicapped 

940 " Children's Rehabilitation Center 

941 Lynchburg Training School and 
Hospital 

943^ Petersburg Training School 

944 Reception ^and Training School 

945 Virginia School at Hampton 

946 Virginia School at Staunton 

947 Woodrow Wilson Rehabilitation Center 

948 Virginia Treatment Center 
'949 DeJamette Center 



870 LongWDod College ^ 

^871 Madison College^ 

872 George Mason College 

873 Medical College of Virginia 
874, Christophep Newport 'College 

875 Norfolk State College 

876 Old Dominion University 

877 Radford College ' • ^ , 

878 Richard Bland College ' ' — 

879 University of Virginia . ^ 

880 ^Clinch Valley College 

881 Virginia Commonwealth University 

882 Virginia Military Institute 

883 Virginia Polytechnic Institute and State University 
88,4 Virginia State College ' 

885 College of William and Mary 

8-86 Mary Washington College 



ERIC 



Appendix C 

X 



Virginia Vocational Education l^o^ow-Up Forms 
VERS 4. 3^ Secondary Students 
VERS 6,2 - Adult Preparatory Students 
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STATE-OF-TIIE-ART OF MAN-POWER DEMAND PROJECTIONS 

Following the mandate of the 1963 Act and 1968 amendments, several 
states, developed manpower demand information systems for vocational 
education. Four states, namely, Oklahoma, Kansas, Minnesota, and Pennsyl- 
vania have developed and implemented the manpower demand information 
system specifically for vocational education planning purposes* Each 
of the four systems is briefly described in this section. The state 
of availability of manpower demand information in Virginia is also 
discussed in this section. 

Manpower Demand Inforroatiop Subsystems in Four States ^ 
Oklahoma's Occupational Training Jnformat ion System (A detailed descrip- . 
tion of the Oklahoma Occupational Traininjg Information System can be 
fo^und ^elsewhere. ^) . . , . . , . 

The Occupational Training Information System or OTIS is a component 
of Oklahoma Management Information System. OTIS was developed by the 
staff of the Manpower Research and Training Center a^ Oklahoma State 
University in cooperatiuu with the State Department of Vocational and 
Technical Educatipn, the Industrial Development and Park Administration,' 
Oklahoma Employment Security Commission and the Association of Private 
SchooJs* 



5, Morton* nJ.B., Occupational Training Information System (OTIS) 
In R. L. ^k)rgan, W.L. Ballenger, and J.E.S. Lawrence (Ed) 
Management Information Systems for Vocational Education : 
A National Overview . Technical Report ly DASP Division, Center 
for Occupational, Education, N.C. State University, Raleigh, N^-C* 1974. 
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Tlie pbjective-i>f~-OTl-S- i«--fe<^^^te^e^lcp^-and i^i systematic, 
continuous, and detailed system to provide manpower data 'by occupation 
to the administration of the St4te Department of Vocational and Technical 
Education. > 

OTIS prepares two tables namely (1) Net /Additional kanpower Require- 
ments Table ^nd *(2) Descending ordering of program cluster table. The 
Net Additional Manpower Requirement table contains information about net 



manpower requirements for an occupational cluster. A cluster may contain 
one or more occupations and one or more type*? of programs. The net man- 
power requirements in a cluster is obtained by subtracting the total of 
the 'supply' (registrants and students who have completed the training 
programs and are available to the labor market) from the 'demand' (job 
openings". The 'demand' data are collected by the Oklahoma Employment 
Security Commission Surveying 2,633 industrial firms, hospitals, nursing 
homes, and government agencies^^ The 'supply' data are collected by the 
^tate Department of Vocational Education. The sfource of 'supply' data^ 
come from State Department of Education (Secondary, Post Secondary, Adult), 
Private Schools^. MDTA, and other federal agencies. State Regents and 
Oklahoma Employment Security Commission Registrants. The net demand prot 
jections are made for 218 occupations for the state and 11 ^bstnte 
planning regions. The system clusters DOT occupational codes and relates 
them to O.E. program codes. Clusters are then rank ordered by size of 
positive net demand, in descending order. The descending order infor- 
mation is contaixied in the Descending ordering of program cluster table. 



The Kansas Manpower Utilization S v ' item for TrainlnR (K*MUST) 



Harris has described K-Must in greater detail eJscwhere.^ The 

total •>C-MUST system consists of sixteen subsystems or modules. In 

* ' • -^^ 

essertce, K-^^UST is the total management information system for Kansas. 
The manpower demand projection is a module contained in K-MUST. The 

• * b 

S " 

development of K^^fUST was carried out at Kansas State University. 

The manpower demand module is aimed at producing manpower needs 



projections for eleven regions in Kansas and the state as a whole. 
Projections provide detail on 166 occupations occupational cluster. 

The module was first developed after OTIS. It was initially con- 
, ceived" to generate the demand data using an employer survey approach. 
But later, the approach was modified to follow the Bureau of Labor 
Statistics Matrix Method A. The idea for the new approach stemmed irom 
the work done in Pennsylvania. Dun and Brads treet Market Identifiers (R) 
Employment Security Commission unemplCymerft insurance recox:ds, and other 
readily available sources of information are used to estimate employment 
by standard industrial cla^sif icatioji-.; **Using factors related to the 
matrix, an estimate of replacement needs for each occupation li> generated. 
Total manpower needs are the sum of expanison needs and replacement needs." 
Some of the input data, namely, the Bureau of Labor Statistics matrix and 
Dun and Brads treet Market Identifiers (R) are purchased for cash. Other 
input data, namely, supplemental employment by standarci. industrial code 
data and state-level adjustment factors are provicled by the state govern- 
mcnt agencies. 



6* Harris, J.L. llie Kansas Manpower Utilization System for Training , 
(Manpower Demand Module). In R.L. Morgan, W.L. Ballenger, J.E.S. 
Lawrence (Ed) Management Information Systems for Vocational Education ; 
A National Overview . Technical Report 1, DASP Division, Center for 
Occupational Education, N.C. State University, Raleigh, N.C» 1974 
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Manpower* Supply and DemaHd ''De term' nation in Minnesota (The detailed 



description of the Minnesota manpower demand. system has been given by 
Johnson. ^) 

The manpower supply and demand subsystem was developed by the 
Minnesota Department of Manpower Services in cooperation with Minnesota 
Research Coordinating Unit for Vocational Education, and the Minnesota 
Division of Vocational- Technical Education. 

"- - Occupational demand is defined as the Hotral number of etaploymenl: 
positions in a geographic area'. Unfilled positions are 'the^ number of 
new employees^eeded' . Minnesota Department of Manpower services period- 
ically estimates the total occupational demand. The projected industrial 
growth in die state> the projected staffing of industries in the nation, 
and census data on occupational and industrial categories of jobs held 
by the population in Minnesota are used as data base to estimate the 
total occupational" demand. Tlie average growth or decline in occupational 
demand for the given OQQupation and the annual replacement needs are 
.used to estimate unfilled positions. In making the occupational demand 
estimates, it is assumed that the ddmand grows or declines at a cqnstant 
rate. For example, occupational demand for 1972 was calculated by multi- 
plying the average annual growth or decline by four and adding this t»o 
the estimated 1968 demand. The unfilled positions ^is the .sum of annual 
growth or decline in demand plus the annual number of annual replacement 
^positions. Number of annual replacement positions is calculat^ed by multi 




7. Johnson, M.E. Manpower Supply and Demand Determination in 

Minnesota, In- R.L» Morgan, W.L. Ballengcr, ^ncl J..E.S. Lawrence 

(Ed) Management Information Systems for Vocational Education: A 

Na^ticnal Overview ^ Technical Report 1, DASP Division^ Center 

for Occupational Education, N.C. State University, Raleigh, N*C. 197A, 
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plyinR a repLncament percentage by the occupational demartd in the 

' last time period. 

The demand iirformation is available on a state wide basis and 

mctropolitap-area basis as well as by ^eleven economics region. Expansion 

and replacement needs are projected by O.E. Codes and instruction programs. 

Manpow.er^Forecasting in Pennsylvania ^ 

Senier and Franchak discussed the Pennsy manpower forecasting system 

g 

at the National Symposium on MIS for Vocational Education. 

The objective of the subsystem is to provide accurate manpower 
supply/demand information for occupational education planning.* Tho 
initial ..supply/demand -model was conceived by the staff at the State 
Division of Vocational Education. The model took inta account two es- 
sential variables namely industry characteristics (industry shifts, growth 
rates, wage structure, and skill requirements) and population character- 
istics (birth rates, death rates, natural increase and migration). Later 
the rrrodel was refined and modified consideral^ly . The present model con- 
siders total supply, projected employment by occupations and withdrawal 
rates- to make annual unmet deli^nd projection. The total supply data are 
collected from 10 different sources which include State education 
agencies, MDTA and State Retraining Act. The data on -projected employment 
by. occupation are supplied by National Planning Association. The employ- 
ment data are based on existing labor and industry information and recent 



8. Sonicr, J. ami S. J. Kranchak, Manpower Voreca.sting In Pennsylvania. 
In R. L. Morgan, W. L. Ballenger, and J. E. S. Lawrence (Ed.) 
Management Information Systems for Vocational Education: A 
National Overview Technical Report 1, DASP Division, Center for 
Occupational Education, J^. C. State University, Raleigh, N.6. 1974* 
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ccnstls data. WiLhdrawal rates .'re computed usltt^-ijend- analysis.! 

» 

outlined in TonK:)rrow^s Manpower Needs , Volumn I (U.S.D.L. 1969). Pro- 
jected employmenL and onnual average growth data by occupation, by 

industry for Pennsylvania and its 48 labor market areas. 

t 

/ . 

State of Manpower Demand Data in Virginia 
There are three state agencies who collect and disseminate man- 

i power demand information, Ihcy„are (1) DJLyJ.sjL<Huaf_5J:JL^ 

Community Affairs, 2) Research Section of Virginia Division of Industrial 
Development and 3) Virginia Employment Commission. Information available 
through these three agencies are analysed in this section. 
Division of State Planning and Community Affairs ; 

This state agency has published projections and economic base 
analysis for (1) the Lynchburg Metropolitan Area (January 1973) , (2) 
Norfolk, Virginia Beach, Portsmouth Metropolitan Area (December 1971X, 
(3) Buckingham County (August 1972), (A) Rappahannock County (May 1972), 
(5) Richmond Metropolitan Area (August 1972), and (6) Petersburg, Colonial 
Heights, Hopewell Metropolitan Area (February 1972). 

These -studies present data on historical, current, and projected 
employment and its relationship to population and income. T<>tal employ- 
ment is divided into its major industry sub «omponents which are then 
separately projected to 1980. Populations are also projected. The present 
and historical general economic conditions of the area; industrial develop- 
mcnL consiUci .iLions; work force commuting patLorn«; nfu*>cuii Lur;il trends; 
retail tind wholesale trade dcvelopmenls; present and planned highw<iy, air 
and rail facilities; recreational, commercial , and residential devjslopment ; 

i 

land use and settrlcment .patterns ; population density and considerations; 
natural increase rates; and migration rates were jjjsed in making employment 
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and population projections. Specific projections are made for population, ^ 



labor force by phase of work (including military, unemployment, employment) 
by place of work (including military for years 1950, 1960, 70S ar|,d i980)« 

T!ie employment data are broken into Basic Employment which includes 
agriculture, banking and insurance, higher education and private schools,^ 
medical" services, non-local retail trade and services, state government , 
trucking, utilities, and manufacturing, and S upporting Employment . . A 
copy o.fnpT(J3n2(rclOTrs"~arv^^ tor the Lyhchburg~MetropoI^ 

itan Area can be found in Appendix A. 
Discussion and Critique : 

The information produced by the Division of State Planning and Com- 
munity Affairs is baserd on gross figures. As such, it can be of little 
value to vocational education planners. Total employment figure is pro- 
jected, but no net demand is shown. The break down of the employement 
, figure by occupation is not sufficieYit for use in vocational education 
program planning process > because it is very difficult to relate the oc- 
cupations to vocational education programs. 
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]U^so;irrh SocLion of ViiTanin l)h I sion of Induslrinl DcvolopinonL 



Findings of the studies conducted by the Research Section of 

Yirginia, Division of Industrial Development have appeared regularly 

9 10 11 12 

every year since 1971, > > * Virginia Economic Review. The study 

that is directly related to manpower projection is the one published in 
1974.^^ Specifically the table containing occupationa!t openings for 
growth and for replacement, Decade of J.970's and year 1975. A copy of 

""the cable can be found in Appendix^ Prcrjections are made using the 

BLS fnethod described by Altman,"^'' Employment number for 197? and 1980, 
number of job openings for growth for 1970-1980 decade and 1975, job 
openings for replacement for 1975 and total job openings are projected 
by eleven occupational groups, 

' Employment proj ection-s-fgr 1980 and percentage of change are 
made for basic type and servicing type occupations, , The figures are 
given in ^Appendix C. The source of(^ these data is the U. S. Census of 
PopiK^ition, 197»0. 



9. / Holm, E. Factors behind the Changes in Virginia'^s Geographic 
Distribution of Population. The Virginia Economic Review 
December, 1971. 

« 

10. Holm, C. Virginia's Third Straight Decade of High Employment 
Growth. The Virginia Economic Review, October, 1972.' 

11. Holm, E. and T.A. Kelly, Virgin s Expanding Labor Supply 
for the *70^s. The Virginia Economic Review, August 1973. 

12. Holm, E. , Comparing Occupational Growth with Education Trends 
in Virginia. The Virginia Economic Review, August 1974. 

13. Altm;»n, J. The United States Economy in 1985. An ovt»rviow of 

[iLS projectsion. Monthly Lnhor Revi ew, Vol. 96 3-7 , "Uoccmbcr , 1973, 
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DiKcubs iu n <ijj(i C 1 1 L i<i ue : : ' 

The above mentioned studies: are conducted mainly for industrial 
development and planning purposes. They reflect industrial growth in 
Che State of yirginia as a whole. Projections are not made for localities. 
Use of the information for vocational education planning purposes is 
limited. Projections are- made for very broad occupational areas. It 
would bd diffic,ult to relate these broad occupations to vocational 



education programs. 

Virginia Employment Commission Reports , 

* 14 

A ^publication on 'Manpower' by fehe Research Statistics and Infor- 
(nation Section of the Division of Virginia Employment Commission contTains 
pertinent information for vocational education planning. This informa- 
tion relates to some high demands jobs in Virginia for the 1970' s, which 
is given in Appendix D. Demand is defined as 'increase^ in employment 
plus replacemait needs ' . The method useci in making the projections is 
explained in the publication. 

Every year the Manpower research section of the Virginia Employment 
Commission prepares an annual report on State and Selected areas occupational 

tequi^rements for vocational education. The report is usually published 

15 • 
in November. (The 197A report did not come out yet when this proposal 

was written^ . Pr^ections are made for several occupations for several 

localities. The demand projections are based on 'want ad' sections of 



14. Virninia Employment Commi.s?;ion: ijili!Pi>W£2l« Co.ils for Virginia 

tho l970*-s. J.muary, 1970. """^ ^ 

15. Virginia Employment Commission. Annual Report on State and 
*nnd Selected Areas Occupationnl Requirements for' Vocational 
Education i prepared by A. S. Wagner, Jr.^ November 1973. 
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several ncwspapc^rs for the per if. 1 o f tw o weeks > A cop y o^ project Io ns 

is given in Appendix 

The Virginia limploy^iient Commission surveyed employers in Lynchburg 
^Metropolitan Arca-^^ and Fredericksburg Met^politan Area"^^ to estimate 
demands for the next, two. and four years. The survey wasr conducted to 
provide information on current employment and the future demand for specific 
types of^non-agricultural workers in the survey area, ^ The survey was con- 
fined mainly to occupations requiring at least one year of special ^duca-^ 
tion err formal training, or the .equivalent in apprenticeship or on-the-job 
training. The survey finding for, the Fredericksburg Metropolitan Area ' 
is given in Appendix F. The J total demand' figure rtipresent current 

V 

employment plus. growth and replacement needs. 'Net demand' is?^<3^btained 
by subtracting the number of people who will receive on-tlie-job training 
-from the ''Totai Demand". 

Projecting, the demand using the employer survey method i& similar 

> 

to OTIS of Oklahoma. A major criticism against this method is that 

'true' picture is never obtained because the normal. tendency oh the part 

of an employer is to preckst emt^loyment growth in the organizatian and 

i 

hide declining employinent. Agricultural occupations, are completely 
omitted by j:hese surveys. Survey results ar^ available only for Lynchburg 
Metropolitan Area and Fredericksburg Metropolitan Area. Tlie* surveys are 
not done every year, so, yearly data are not available. Additionaly^ the 
survey method is very expensive, and serve very weak data base. 



16.. Virginia Employment Commission. Manj^owor and Training N(^eds 

Survey Lynchburr^ Metropolitan Area. , April 1972. December 1972* 

17. Virginia Employment Commission Manpower and Training, Needs 
Survey^ Hay. 197A» Fredericksburg Metropolitan Area . . 



142 



1 ■ • 



tho „^ , , ""JO.,;™, 

"■fking thp „ . matrix 

^^tal icjl, ^ V similar hn ^ 

'■"^ Job on . . ^ projected fo^ 33 

•'"e to i„i , °P™-i»Ss due to „ 

is ^ ■ ^ "P>' »^ st.t?Wde «„po„et „. , 

d-a b... p. . ."rojoction, , 

" -e .ote teli , , " """^ °" " sound 

. »>'''-M.ia. . '""^ ""y other do ta - 

J . r lots available 

"--^ M.tot.. -acat^o^ o. .... " 

195S--1972 Ti - series data thit • . . 

These fif>.. ^"CludnH ^u 

^ figures were thnn ^. ^^^^s . 

-u,et, t„: d "° "° ' 

" a^tl 'Ua.,.d 

1»72 ot t,« " — .hat , 



143 



-J()- 

thc pi'ojer.Lion (l;iLa Ls Riven in >i letter* Co this proposnL writer by 
the chLof of manpower research, Virginia Enrploymcnt Commission, The 
letter can be found in Appendix li. 
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APPENDIX A 
"ECONOMIC BASE ANALYSIS WITH PROJECTIONS 
THE LYNCHBURG METROPOLITAN AREA' (VIRGINIA) 
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APPENDIX B 

OCCUPATIONAL OPENINGS FOR GROWTH AND FOR REPLACEMENT, 
VIRGINIA, DECADE OF 1970 's and YEAR 1975 
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OcciipationnI Opcuinys for Growth and for Rcpiaccmcnl, 
Virginia, Decade of 1970 s and Yciir 1D75 
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APPENDIX C 

VIRGINIA'S BASIC-TYPE AND SERVICING-TYPE EMPLOYMENT, 
1970 and PROJECTIONS FOR 1980 



s 
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Vitynin 5 Ua'^ic-Typc and Scrvicing-Typc Employment, 1970 
and Projections for 1930 
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APPENDIX D 



SCI-IE HIGH DEMAND JOBS IN VIRGINIA FOR THE 1970* s 



i|s0^11£ l-JIGH Dc^';AWD^\*03S IN VIRGllNiSA FOR T^IE 'lOTO'i 
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TOTAL DEMAND" 
1970's 



2,200 
7,300 
5,500 
2,100 
7,900 
4j800 
2,100 



• OPERATIVES 

* DRIVERS, BUS, TRUCK, TRACTOR 14,500 
SEWERS & STITCHERS " 9,600 

WELDERS ' 4,500 



SERVICE WORKERS 

ATTENDANTS, HOSPITAL 
FIREMEN 

NURSES, PRACTICAL 
POLICEMEN 



14,800 
• 2,700 
6,800 
5,600 
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Blacksburg, Virginia 24061 

DcarDr. Vivckananihan: 

As per your phone conversation with Mr. Allan .Wagner of this offii-o conccrninfr ,hn 
Inienm Manpower Projection Tables, the following comn,cnls X Id ex u n S 
spurces and limitations of the data in-mpre detail: , '^"""'t' cxpjdui the 



IhMi^i 1 r ' in(li.str>) emplovmcn. levels w.s 

obtained rom slate en.ploynient security records . The 1980 projecfions in 
he^e tables were derived^ from a Computer application of rogrcsiion analysis 
to historical time series data that included the years 1958-1972. T c^^^ A n-o. 
were then adjusted to national industry employment levels. Also, i e.;c esl 
maies aVe based on place of work. ' ' ' ^ incsc esu 

The data used in develop the tables showing o.xnpai ion.d cmph.ymcn. levels w ,s 

biained from the decennial census, which is based on |Mnce of ^Mdeue A 'oud 
l^^e detailed occupational employment levels of these tables are idem ^al to . e ^ 
.snown m the census tabulations, the total employmeni levels are le^s ,1 an t o"^ 
shown in the cen sus . This is due to the fact that^ the cen.sus had a n.m ^^r o 
S r tLT''^ '^''fr^ ^" °^ the. approximately 400 oc . x. io s 

ioH. • r tl^ese people to the various sub-group to-als (n nna- 

ger al. professional, clerical, etc.). However. sincxMheru iLio v.ili nn 
o 10 eciimr .he.se figures. Ihcy were omitted from .he pr..,..,ion lahi 1 ' h.-r 

nSop'u aV^r s' '"'"^ ^""j'""^^"" 'I'-^ta.e\.nd .l„vc 
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Dr, VivckuaaniluHi 
Pago 2 

November 21, 1974 



' t Census Interim Projections Allocaictl 

State 1,714,250 1,574,603 139,647 

l^ichmond 220, 129 200, S27 19, 302 

Norfolk 204,745 187,268 {l7,477 

Nc\vix)ri News 95,762 87,6^0 I 8, 122 



Due to the cliffci-cncc in ihc data sources used, ihc lulaLs of ihc occupati(»oal cmpluy- 
ment tobies do noi correspond to the totals of the indusiry cniploymenl Uiblct<. 

3. The job openin^^s data of the third set of tables generally reflect avciMpc annual 
changes in employment over ihe 1970-1980 jx^riod as well ;iS die applicaiion of 
estiniatcd 1976 labor force separation rates to ihc employment levels. These 
separation rates were calculated on the national level. 

4. In the first two tables the 1975 and 1976 estimates are based simply on the average 
annual ciianKC over the 1970-1980 period. Therefore, the degree of accuracy for 
such a short -run jS^tipiatQ >^/oUld J?c?^ ciucatiooi^blc, . 

5. The definition of the metropolitan areas for which data is provided ks die same 
as that established by the 1970 census. Since that time, many meiropoHtan 
areas have been redefined as to the cities and counties included. However, we 
are unable at this time to adjust the estimates to meet the new definilion'S oi 
the metropolitan areas, 

6. None of tliese tables have been adjusted in any way to reflect c7clical fluctuaiions 
or known occurrences that have taken place since 1972 or iliat wdl liave taken place 
by 1980. For example,' the effects of tlie energy crisis arc not shov/n in these 
or^rimores. ilecause no adjustments have been made, caulion should be cxcxxised 
when using individual estimates or projections. 

7. Unrounded numbers are not intended to indicate a degree of accuracy . The best 
use for tiicse tables is in terms of trend, not actual numbers. 

Again, the estimates and projections of these tables should not be taken ai face value. 
It will be up ta area and state manpower planners to make needed adjustment .s baMnI 
on their own knowledge and exix^nise. 



Dr, Vivekananthan 
Pogc 3 

November 21, 1974. 



Willi rcspe'ct lo planned projection activities, the Depart nioni of Labor luis dcciclecl lo 
omit revisions of tlic intcjim projections for Uiis year. However, (he imluhtry-occu- 
piitional matrix t>y^?iem, which gives oecupjiional employmcni by iiKhKstry, is expected 
lo be opcralioHstl in the next fiscal year. Altlioiijjli {his sysiem will iniiially be biased 
on census occupations, the data being collected by the OfiS tuaff uf this office will 
eventually be incorporated into the sysiem, ihercby providing; esiimates and projeclions 
for a much wider range of occupations than presently exists ui the census, lloixifully, 
this system will .then be utilized for certain sub-areas as well as for the siatc. 

We hojie lliis information will be of value to you. Sjiould you have any questions, please 
write or call Mr, Forrest Eudailey of this office at (804) 770-4359, 

Very truly yours. 




KenndthC* Moore, Chief 
Manpower Research 
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DEMAND 
PROJECT 1 0^ 
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Commonwealth of Virginia 
State Department of Education 

DiVfS-tON-OF VoCAT-WNAt -EDUCATii^N 



FOREWORD 

The Division of Vocational Education, State Department of Education 
In cooperation with the faculty of the Division of Vocational and Technical 

Sdu?ation, Virginia Polytechnic Institute and State University has developed 

> 

, r 

»a Student Denimd Projection System. There are two major uses for the System: 
(1) to aid localities in making student surveys when planning new vocational 
programs and^ (2) to aid in making a reasonable proj[.ection of student enroll- 
ments each year in existing vocational education pri^grams. This information 

will also be helpful in completing the program planning document of the voca*- ^ 
• • • 

tional edueatioa management information systijp^ 

There ^re two parts to this system* The first is a description of all 
vocational education programs available throughout the Commonwealth. These 
descriptions will be helpful tp students in making occupational choices. It 
is suggested that the ones appropriate to your locality be lifted from this 
publication, duplicated ^nd placed in their hands. However, only in certain 
circimistances should divisions lift^ courses they teach 'or want to teach. By 
using the whole gamit they may find interest in new programs they had not 
considered previously. The descriptions should also assist guidance counselors 
and other school staff to become familiar with different vocational education 
programs. Included within the description of each program will be found the 
specific courses and their state code. ' ^ 

The.s,econd part jprovides a. survey form. All of the vocational education 

. «••*•■ 

programs for ^Ich a description is furnished are included pn*tne siirvey form* 



It is suggested that the form be removed from this publication, duplicated , aid 
provided to the students, ^ You will note that if you wish to use the form as 
given, there is a sugasstion that you place an asterisk (*) in front of the 
programs available in your school or school divisions • 

It is diffi^t to prescribe specific grade levels for which the survey 
form is approp):iate. Howevey, for orientation and exploration projections it 
could be administered at the upper elementary and intermediate grades. Generally, 
a survey of students at the 8thf and 9th grades will provide projections for stu- 
dents proppsing to enter vocational programs in the senior high school. 




PART 1 - DESCRIPTIONS '■■ 

• i 

ORIENTATION AND EXPLORATION PROfiRAHS \ 
OCCUPATIONAL PROGRAMS • 
AS^ OFFERS) BY VOmiONAL tDUCATION SERVtCE-S 




ORIENTAirON 
AND 

EXPLORATORY'. 
-EfiOGfiAMS 



" SGRr(aji.CTiQa;''EDD(a^ 



Grade 6 Exploratory Agriculture 8002 
Grade 7 Exploratory Agriculture 8003 
Grade 8 Exploratory Agriculture 8004 

These courses are designed to assist students in exploring the world of 
work in agriculture. Students appraise their own aptitudes and abilities, 
develop an understanding of the Importance of human relations and ingenuity, 
become acquainted with agricultural occupational fields, develop desirable 
attitudes . toward work, become aware of occupational and edupational objec- 
tives of the high school and post high school agriculture program, and develop 
a realistic self concept in relation to agricultural pursuits. 



• BUSINESS & OFFICE EDUCATION 



Accounting 6320 . 

A one-year, accelerated course recommended^ jfor the 12th grade ^student. It 
emphasizes analysis and interpretation of records, transactions, and .busi- 
ness' systems. It 'offers study in the managerial use of records and accounting 
information. This course also serves as an introduction and orientation to 
careers in the field of accounting. 



Office Supervision *dnd Management 6430 

A one-year, slngle-p"eri'od^ course recommended for 11th or 12th grade students 
Interested in supervisory and administrative occupations. The course focuses 
upon the managerial process, examining the functions of planning, organizing, 
staffing, directing, and cbntrplllng as related to the dally job of a super- 
yisoxA^ The course pravldesi an Qppor^:unity for students to explore the "job. 
opportunities in office management jan^ supervision and Investigate the career 
ladder for management anJT supervision. 

"Business Exploration 6109 * , ' , 

A one-yeax^ course available to middle ahd, junior high school students below 
the 9th grade. Th^ course is designed to Introduce students to career .oppor- 
tunities in pfi^ce occupation? and the total realm of Btfeir^ss .|!ducatibn 
careers. ~lt will also include sel^-exploratJlon as it relates to Business 
Education careers, limited activities in. acquiring decision-making skills 
and becoming planning-oriented. It will also Include a Ipok at the career 
preparation .program of study available at secondary ,< post-secondary and 
jhlgher 'education .levels. \ . , 



Grade 7 ' 8104 . 

Grade 8 8106 
Grade 9 8108 

Education for Employment - These are one year coursed designed to help 
students develop goals and values which enable them to understand the impor- 
tance of being employed, of distribution in the economy and job opportunities 
in this field, and to explore job opportunities in distribution. Instruction' 
covers such arMs as grooming and appearance, setting realistic goals, self 
concept and behavior, survey of career opportunities, functions pf marketing, 
local employment opportunities, school and community respDnsibility. Voca- 
tional application of instruction is achieved through sinmlated occupational 
experiences in the classroom.^and directed learning experiences in local busi- 
nesses. 



FASHION MERCHANDISING 8144 

A one-year, 12th grade course offering instruction in a study of fashion careers, 
personal qualities for success in the fashion field, influence of historic cos- 
^tumr on contemporaxy- fashion, hov the fashion wdrld works, materials of. fashion, 
promotion, selling, and merchandising of fashion,. and career opportunities in the 
fashion field. Vocational application of instruction is achieved through sim- 
ulated occupational experiences in the classroom laboratory and directed learning 
experiexrces in local or nearby businesses. ^ 



HQTEL-MOrEL MANAGEMENT 8146 • - ^ * 

» 

A one-year, I2th grade course desired for students with an livterest in career^ 
in the Hotel-ftotel field. Instruction is given in such areas as hotel-mot?el 
sales, front office procedures, service aspects of the hotel-molfel operation, 
and, careers in the Hotel-Motel field and related hospitality occupations. Stur 
dents 'develop the mathematical, communications and marketing competencies nfecesr 
sary for successful entry employment In the Hotel-Motel field. They combine 
classroom instruction with a minimum of 540 hours per Calendar yejar of super- 
vised on-^the-*job train£ng In a, hotel or motel. Students completing the PE I 
Cooperative course or the Marketing I course in the junior year might want to 
specialize in this option in the senior year. 
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RADIO - TV I 8161 
EADIO - TV II 8162 

A specialized one-year course designed to provide the students with Instruction 
iti the organization and operation for radio and TV stations. Instructions in- 
cludes such areas as the Legal Basis for Broadcasting J the Federal Communications 
Commission and the Federal Trade Coitimlsslon, Preparation for the FTC Third Class 
Radio-Telephone License Examination, Production of Commercials, and Performing 
for Radio and Television. In addition, students explore in depth at least one 
career area within the broadcasting field. During the first semester the stu- 
dent will put together a career package that will contain not only his personal 
findings and experiences but also his reaction to his research in terms of per- 
sonal career choice. Simulated and actual occxipational experiences are planned 
and directed by the teacher to provide vocational appliqation of instruction. 

DISTRIBUTIVE EDUCATION I PREPARA TORY 8110 

The basic 10th grade course in Distributive Education which provides students 
with an introduction to the field of marketing and distribution, acquaints them 
with career opportunities which it offers and assists them in s^electing a ten- 
^ tative career objective in this field. Students also develop the social, Econ- 
omic, mathematical and communicfations skills necessary for entry jobs in distri- 
bution. Vocational application is provided tlJrough simulated occupational exper- 
iences in the classroom laboratory and supervised learning experiences In local 
or nearby businesses. This course is recommended, but is not a pre-requisite, 
for all other DE options. 

r 




HOME ECONOMICS * 

Intermediate Consumer & Homemaklh^ 

Homemaking Grade 6 8205 

Homemaking Grade 7 8206 (18 wks.) 

Homemaking Grade 7 8207- <Less than 18 wks.) 

Homemaking Grade 7 8208 (36 wks.) 

Homemaking Grade 8 8210 (18 wks.) 

Consumer and Homemaking Grade 6 - 8205 

This course has no prerequisites and is planned for a minimum pf 18 weeks. It 
meets foj 80 clock hours per year. The units \o be taught are as follows: ] 
Youth and Money, The Young Generation and Culture, Personal Potential, and^Per- 
sonal Management - orderliness. All courses in Home Economics Education are 
open to boys and girls • Individual projects are required. 

Consumer and Homemaking Grade 7 - 8206 • 
Consumer and Homemaking Grade 7 - 8208 * * 

Having no prerequisite, this^^couirse is held for 265 minutes per week for a mini— 
muni of 18 weeks-8206 or for 36 weeks-8208. The units to be taught are Youth and 
Spending, Today's Teenager^ and Culture, Toward Maturity, Personal Management * 
OrgaKization, and Individual Projects'. Individual projects ate required. 




INDUSTRIAL ARTS 



5 



"Exploring technology 8461 

A historical study of three broad areas of technological development and their 
/ contribution to the growth of civilization: (1) tools and machines, (2) power 
and energy, and (3) transportation and communications. The major approach to 
Instruction is the "unit" method* Students are involved in three areas of 
activity: retrieving information, project construction, and disseminating 
information. Grade level : 6-8, Course length : 18 to 36 weeks. 



Modern Industry and Technology 8462 

A study of two types of contemporary industries: (1) The processing industry 
which converts raw materials into more useful forms, and (2) the high volume 
production iJtdustry which iitilizes the production line technique. A wide range 
of role involvement with the middle management positions in industry is pro- 
vided. The student experiences the realities of the worker on a production 
line, or a subcontractor on a group project and develops fundamental skills in 
communications, tool and machine processes, personnel relations and problem 
solving. The course is composed of three major units: volume production in- 
dustry, processing or project industry, and fundamental industrial tools, mater 
lals, and processes. Grade^ level : 8-10, Course length ; 36 weeks 
Prerequisites : none (Exploring Technology would be beneficial) 
<■ . 

American Industry 8463 



Organized to prepare students to make career choices that are based upon hands- 
on experiences with broad areas of industry: industry today, the evolution of 
industry^ organizing an enterprise, operating an enterprise, distributing pro- 
ducts and services, the future of industry, and the student's business venture. 
The course has two major goals: to develop an understanding -of those concepts 
which directly apply to industry, and to develop the ability to solve problems 
related to industry. Gyade level : 7-9, Course length : 36 weeks. 



The World of Construction 8431 

An introduction to the construction career cluster encompassing the management- 
personnel-productton system, that industry uses to produce the man-made world of 
structures. Students learn: what kind of jobs there are, what people do, how 
each worker contributes to the economic system^ and how labor and management 
relate. They are acquainted with the levels of work responsibili;:y and their 
varying knowledge and skills demand • The course is comprised^ of three major 
sections: an analysis of the management-personnel-productioh system of construc- 
tion, a synthesis of housing construction systems, and regional planning^ practices. 
Grade level : 7-9, Course length : 36 weeks 



^ .introdui:jLlQXL. to the manufacturing, career ^cluster encompassing the management- 
personnel-production system that industry uses to produce the man-made world of 
^ products. Students are introduced to the kinds of jobs there are, what people 
* do, how each worker contributes to the economic system, and how labor and manage- 
ment relate* They are acquainted with the levels of work responsibility and 
their varying knowledge and skills demand. The course is comprised of three 
major sections: an introduction that provides a brief history of manufacturing 
and analysis of the management-personnel-production system of manufacture, and 
the synthesj.s of manufacturing practices applied to the corporation. 
Grade level : 8-10, Course length : 36 weeks. Prerequisites : The World of 
Construction ^, 



The World of Communications 8415 

An introduction to the communications and media career cluster. Students are 
provided occupational information and practical laboratory experiences to 
familiarize them with jobs available, skills needed, and levels of work respon- 
sibility. The course is composed of four major units: drawing, and design, 
electronic communications, graphic arts, and visual media enterprise. 
Grade level : 9-10, Course length : 36 weeks 



The World of Transportation 8445 

An introduction to the transportation career cluster where students are pro- 
vided occupation and instruction and practical shop or laboratpjcy 
expSiences to familiarize them with jobs available, skills needed and levels 
of work responsibility. The course is comprised of three major units: energy 
processing systems, transactional systems, and servicing technology. 
Grade level : 9-10, Course length : 36 weeks, Prerequisites ; none (Modern 
Industry and Technology would be beneficial) 
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. . -TRADE AND INDUSTRIAL - 

Industrial Career Orientation - ^ 

Industrial Career Orientation I 8701 
' Industrial Career Orientation II 8703 . . 

This program is designed to develop within tlje st^Mentjan understanding of 
the l>road range of trade and industrial hea^£]i..jiCjeupations; an under*- 
standing of the skill requirements for purfeteh^such occupations; the 
ability to Identify one*s characteristics, aptitudes, and abilities to 
occupational areas; and a knowledge of the opportunities for securing 
training in these occupations. When a shop or laboratory is not availa- 
*ble, the course may be taught in a classroom. When taught in shop" facili- 
ties the program offerings should be clustered about reflated areas of 
instruction such as building trades, health occupations, personal services, 
etc. Major emphasis should be placed on the laboratory experiences. 



Industrial Career Exploration 

Industrial Career Exploration I 8702 
Industrial Career Exploration II 8704 

This career cluster program which inQlud[6s ^ploratlon, ii^ a number of occu- 
^patlonsJ.s.^designed .tQ„asslsLluJtIle „ c^^ Shop ^ „. 

facilities are required to provide the es^ploratory experiences. Students 
completing , the program should be able to, elect a preparatory occupational 
program offered by the school division. Several clusters are possible. How- 
ever, a cluster should contain Instruction and experiences in related fields. 
Example: building trades which should include masonry., carpentry, plumbing, 
electrical^ wiring, painting.- 



AGRICULTURAL 
EDUCATION 

OCCUPATIONAL 
PROGRAMS 
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AGRICULTURAL PRODUCTION 

Agricultural i>roduction III 8010 
Agricultural Production IV 8012 
Agricultural Production V 8014 

Designed to develop agricultural competencies needed by individuals engaged 
in, or preparing to become engaged^in, agricultural production or a closely 
related field. Prepares students for farm employment, operation, management, 
ownership or other agricultural employment. Major areas of instruction in- 
elude farm management, production of crops and farm animals, soil and water 
management, leadership training, farm family living, and agricultural mechanics. 

AGRICULTURAL SUPPLIES AND SERVICES 

Agricultural Business III ^8022 
Agricultural Business IV 8024 

Designed to assist students in acquiring business and management knowledge, 
understandings, and skills that prepare them for a cluster of employment 
opportunities in off-farm businesses, industries, and agencies that provide 
agricultural supplies and services. Some of the instructional units included 
are career opportunities in agricultural business, organization and functions 
of the business, agricultural business math, salesmanship, business procedures, 
merchandising advertising and displaying and leadership training. 

AGRICULTURAL MECHANICS 

Agricultural Machinery Services III 8Q16 
Agricultural Machinery Services IV 8018 
Agricultural Machinery Services V 8020 

Designed to prepare students for entry employment and advancement in the agri- 
cultural equipment industry or for the operation and maintenance of equipment 
on farms. The major instructional areas include the operation, adjustment, 
maintenance and repair of agricultural machinery, as well as lawn and garden 
equipment. Also included are units on career opportunities, human relations,', 
economics, and leadership training. 

AGRICULTURAL Pg^rt5€3:S 

Agricultural Processing and Marketing III 
Agricultural Processing and Marketing IV 
Agricultural Processing and Marketing V 

Provides instruction in* the marketing and processing of a^i;icultural products 
such as meat, poultry and eggs, dairy products, fruits, vegebaJil^ and cereal 
grains. Learning activities are provided iri assembling, sorting, Toting, 
grading, processing, storing, and marketing each agricultural product/.^ 



8028 
8030 
8032 
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ORNAMENTAL HORTICULTURE . 

Ornamental Horticulture III 8034 
Ornamental Horticulture IV 8036 
Ornamental Horticulture V 8038 

Designed to assist students in developing necessary skills and attitudes for 
entry positions and advancement in floriculture, landscaping, greenhouse- 
operation, nursery plant production and turf management. Instructional units 
include identifying, propagating and growing horticulture plants; landscape 
planning and design; operating a horticulture business; salesmanship; using 
soil and other plant growing media; controlling plant pests and diseases; 
managing turf; and operating, repairing, and maintaining small power equipment. 

AGRICULTURAL RESOURCES (OR FORESTRY) 

Natural Resources Management III 8O40 
Natural Resources Management IV 8042 
Natural Resources Management V 804A 

Designed to assist students in developing the knowledge and skills required 
for employment in occupations in forestry and wildlife management; outdoor 
recreation; and in air, soil, and water conservation. Major areas of in- 
struction include forest production and management, wildlife management, soil 
and water management,- development of facilities for outdoor recreation, and 
mechanics related to the field. 



AGRICULTURE SCIENCE & MECHANICS 

Agricultural Science & Mechanics I 8006 
Agricultural Science & Mechanics II 8008 

Provides students with a basic knowledge and skills that serve as a prerequisite 
for advanced agricultural course options. Basic principles of science, mathe- 
matics, and economics are reviewed, studied, and applied to agricultural situa- 
tions. The two year program includes much of the knowledge and Skills common 
to both on-farm and off-farm agricultural industries and businesses. Units of 
instruction, such as; agricultural orientation, agricultural mechanics, princi- 
ples of plant and animal science, rural urban living, leadership training, and 
an introdAJction to resources conservation are included. . 




BUSINESS 
EDUCATION 
OCCUPATIONAL / 
PROGRAMS 



IQ 



ACCOUNTING AND COMPUTING OCCUPATIONS 



General Business 
Beginning Typewriting 
Clerical Accounting I 
Clerical Accounting II 



6110 
6151 

(block) 6340 
(tlock) 6350 
/ 



General Business 
(OR) Beginning Typewriting 
Beginning Bookkeeping 
Advanced Bookkeeping 
Office Practice 



(Refer to following pages for Course descriptions) 



6110 
6151 
6311 
6315 
6A10 



BUSINESS DATA PROCESSING SYSTEMS OCCUPATIONS 

General Business 6110 

Beginning Typewriting 6151 

Business Data /?fo9essing I (block) 66AO 

Business Data ^Processing II (block) ' 6650 

(Refer to following pages for Course descriptions) 



FILING, OFFICE MACHINES^ GENERAL CLERICAL OCClTATIONS> REPROGRAPHICS 



G«»neral Business 6110 

Beginning Typewriting 6151 

Filing I (or) 6710 

Reprographics I 6660^ 

Filing II (or) 6720. 

Reprographics II 6670 



^ C»»n£ral Business 6110 

Beginning Typewriting 6151 

(OR) Advanced Typewriting 6154 

Bookkeeping (or) 6311 

Recordkeeping 6330 

Office Practice 6410 



(Refer to following pages for Course descriptions) 



STENOGRAPHIC, SECRETARIAL AND RELATED OCCUPATIONS 



General Business y 6110 
Beginning Typewriting 6151 
Stenography I CblockO 6250 
Stenography II (block) (or) ^ 6260' 
Medical Office Procedures (or) 6730 
Legal Office Procedures 6735 



(OR) 




6110 
6151 
6154 
6211 
6215 
6410 



(Refer to following pages for Course descriptions) 



TYPING AND RELATED OCCUPATIONS 
OR 

KEYPUNCH OPERATOR 



ERLC 



^General Business 6110 

Beginning Typewriting 6151 

Clerk Typist I (block) 6159 

Clerk Typist II 6160 



(OR) 



General Business 6110 

Beginning Typewriting 6151 

Advanced Typewriting 6154 

Office Practice 6410 



(Refer to following pages for course descriptions) 
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^ , . ' COURSE DESCRIPTIONS— 

V^i, BUSINESS AND OFFICE EDUCATION 

Business Education Service 
State Department of Education 



General Business (An Orientation course and a Prerequisite to all Bus. Ed. Occ. Pro.) 

A one-year, introduction-to--business course available to all ninth or 
tenth grade students and required as the first course in a vocational business 
education curriculum. This course is designed i6 help the student understand 
business and how it affects him in his everyday life. The student has ^n 
opportunity to gain knowledge about the American business system as part of 
our total economic environment; to become skillful in selecting and using goo(^" 
and services that are available from business, industry, and government; and to 
develop competency in managing his personal and business affairs, ♦ 

Beginning Typewriting 

A one-year course available to* all sti^ents a\d required at the tenth 
gr^de level in a vocational business ^ucation curr icuTuTfr, The students develop 
skill in touch typewriting and correct^manipulat ion of the typevpriter. Ejnphasis 
is placed on the development of basic typewriting skills and on the application ' 
of these skills in typewriting personal and business letters,' outlines, manuscripts, 
and tabulated^ reports . 

Advanced Typewriting 

A >one-year course required at the eleventh grade level in most traditional 
vocational business education curriculums. This course develops those typewriting 
skills with attendant related knowledges and understandings basic to office occupa- 
tions requiring marketable skills in typewriting. 

Recordkeeping 

A one-year vocational course for students of average and less than average 
ability. The emphasis is on practice rather than on theory and analysis. The* 
course is designed to develop recordkeeping skills bas><r^7^ a number of clerical 
office occupations. Recordkeeping is offered at the eleventh-grade level. 
Recordkeeping is not recommended for students enrolled in a block-time program 
since such instruction is included in the program, / 

^ Bookkeeping I and II 

A two-year vocational course offered at the eleventh and twelfth-grade 
levej.s designed to give basic knowledge and skill ih double-entry bookkeeping. 
Students learn to interpret and analyze business papers, reccjrds, and transactions 
as an aid to management. Included also will be the use of manual, mechanical, or 
electronic media. Bookkeeping is offered to average and above average students 
not enrolled in an approved bjjsiness education block-time program. 
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Accounting 

i 

A one-year accelerated course for academically talented students (college 
or non-college). It offers study in greater depth than bookkeeping in analysis 
and interpretation of records, transactions, and business systems. 

Office Practice 

The capstone of traditional vocational business education curriculums, 
office practice brings together knowledges, understandings, and*skills from the 
other business subjects. New skills and knowledges are presented including 
office machine operation. Emphasis is given to business systems and procedures. 
Related training for cooperative work-training students is also given in a class 
scheduled specifically for cooperative work students. This course is offered to 
students at grade twelve. Where enrollment permits. Office Practice is divided 
into two pr more specialized courses. Clerical Procedures, and Stenographic Pro- 
cedures. Students enroll in whichever class is designed for their chosen occupa- 
tional interests. 

Shorthand I and II 

A two-year course offered for juniors and seniors who are following a tra- 
ditional stenographic curriculum. Students learn shorthand theory, read fluently 
from shorthand copy, write legible shorthand notes, demonstrate the ability .to 
construct outlines for unfamiliar words under the stress of dictation, and demon- 
strate knowledge of correct spelling, punctuation, and vocabulary usage. The pur- 
pose of the course is to learn to take unfamiliar dictation and transcribe accu- 
rately at a job-entry skill level. 

aierk-Typist I 

A double-period occupational preparation oyourse at the eleventh grade level. 
In addition to typewriting, the student receives instruction in adding and cal- 
culating machines with applied mathematics, business law, introduction to office 
careers, records management, reprographics (duplicating and reproducing methods) , 
office practice, business behavior and psychology, and recordkeeping. 

Clerk-Typist II 

A single-period occupational preparation course with cooperative education 
or a double period class without cooperative education at the twelfth grade level. 
Emphasis is placed on the production of quality material, judged on the basis of 
accepted office standards. The refinement of skills is enhanced through office 
simulations or cooperative work'^training . Units of instruction include business 
law, business principles and organization, keypunch operation, machine ^ transcrip- 
tion, and other office practices and procedures. 

Stenography 

A double-period occupational preparation course offered at the 11th grade 
level. A shorthand system is taught during the first semester, and additional 
theory is taught during the second semester. The skill of transcription is taught 
early in the course and developed during the first year. Communication skills are 
taught* as a part of the program. Students are taught touch^^eration of the ten- 
key adding-listing machine keyboard and introduced to office equipment that is used 
to solve business problems. Secretarial procedures, recordkeeping, and secretarial 
skills are inte^grated^in the instructional approach. 
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Stenography II 

A double-period occupational preparation course at the twelfth-grade level. 
Emphasis is on refining the stenographic skills through office simulation. Units 
of instruction include business law, business principles and organization, record^ 
keeping, records management, machine transcription, payroll records, shorthand and 
transcription, secretarial procedures and practices, and office simulation. Coop- 
erative education is recommended as a part of this course. 

Clerical Accounting I 

A double-period course offered at the eleventh-grade level. Emphasis is 
placed on recordkeeping and accounting. Students are taught touch operation and 
application of adding and calculating machines ^nd introduced to office equipment 
that is used to solve business problems . Additional units of instruction include 
records management, business behavior and psychology, and office mathematics. 

Clerical Accounting II / 

A double-period course offered at the twelfth grade level. Instruction 
provides for the development of skills used in specific clerical, ac^unting, and 
related occupations and increased understanding of office systems and\principles 
applicable to these occupations. Instruction continues in accounting, business 
law, business principles and organization, keypunch operation, and other office 
practices and procedures. 

Data Processing I - . 



A double-period course offered at the eleventh-grade level. The course is 
job-oriented and includes instruction in unit record systems, operation, and 
wiring; records management; accounting; and other office equipment used to solve 
business problems. Electronic data processing systems and programming are a part 
of the second semester instruction. 

Data Processing II 

A double-period course offered at the 12th grade level. Emphasis is placed 
on electronic data processing, providing for both extensive progratfmiing and 
operations training. COBOL, Autocoder, FORTRAN, and RPG are the language pro- 
cessors available. The suggested computer configuration allows for disk, card 
jead, card punch, and print I/O operations, consequently allowing tot substantial 
training in computer operations. Provision must be made for hands-on computer 
also in the instruction will be business law, business behavior and psychology, 
business principles and organization, other office equipment, and office systems 
and practices. 

Reprographics I and II 

A two-year double or triple period program offered at the eleventh and twelfth 
grade levels. The program deals with various kinds of office reproduction and 
word processing. This program includes instruction and training in the activities, 
practices, and procedures of inhouse printing. Stjaden^s learn to operate equipment, 
to prepare copies, to do, layouts for offset reproduction, and to use equipment such 
as the composer and the vari-typer. Word processing systems related to this activity 
are taught. It is recommended that the word processing activities be tied with the 
stenographic occupations and typewriting and related occupations programs. 
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Medical Office Procedures 

A one-year, double-period course offered at the twelfth-grade level. This 
course 'is designed for persons who desire training in the field of medical office 
secretarial operations, providing for shorthand proficiency and incorporating 
the development of medical terminology and knowledge of basic medical procedures. 
This course may be substituted for the Stenography II class. Machine transcription 
training is included in this program. 

Legal Office Procedures 

A one-year, double-period course offered at the twelfth-grade level. This 
course is designed for persons who desire training in the field of legal office 
procedures, providing for shorthand proficiency and ' incorporating the development 
of legal terminology and knowledge oi^-fe^sic legal office procedures. This course 
may be substituted for the Stenography IlXlass. Machine transcription training 
is included in this program. 



Cooperative Office Education 

The supervised, on-the-job training phase/^f occupational preparation programs 
in. business education. This on-the-job training is provided either with the accom-* 
panying related training class of Office Practice or through a block-time program. 
Students in Cooperative Office Education attend classes at school and also work in 
an approved office during the school day or an alternate school day. The coordinator 
develops with the training supervisor and student an individualized training plan 
listing each of the instructional activities ^or the year and identifying the training; 
supervisor's and/or coordinators ' s responsibilities for providing the instruction. 
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DISTRIBUTIVE .EDUCATION COOPERATIVE PROGRAM 

Distributive Education II 8120 
Distributive Education III 8130 

/ ■ ' 

The first year 11th grade course in the twor-year Distributive Education Coop-'' 
erative Program provides instruction that enables students to hold and succeed 

♦ in an entry level job in marketing and distribution. Students combine class- 
room instruction with a minimum of 540 hours per calendar year of supervised 
on-the-job training in a local distributive business. In this year of the pro- 
gram students concentrate or developing competeijicies needed by , distributive 
workers in the areas of selliqg, advertising, display, operations and product 
and service technology. The DE I 10th grade preparatory course is recommgiided 
but is not a pre-requisite for entry into this two-year program. ^-"^'^ 

The second year 12th grade course in the two-year Distributive Education Coop- 
erative Program provides students completing the firs-t year course to pursue -in 
^ greater depth instruction for developing those competencies which will enable them 
to continue and advance in full time employment in a career in marketing and distri- 
bution. Students continue the arrangement of combining classroom instruction with 

* a minim.um of 540 hours per calendar year of supervised ourthe-job training in a local 
distributive business. Instruction in this year of the program concentrates primarily 
on the development of competencies in the areas of sales promotion, merchandising, 
market research ^and management. The DE II Cooperative course is a pre-requisite for 
this course. 



PETRQLEUM MARKETING 

Petroleum Marketing 8148 
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A one-year 12th 'grade course designed for students with an interest in careers in 
the Petroleum Industry. Instruction is given in such areas as service station 
selling, service aspects of the petroleum industry, service station operation and 
marketing of petroleum products. Students develop the mathematical, communications 
and marketing competencies necessary fur successful entry employment in the Petro- 
leum field. They combine classroom instruction with a minimum of 540 hours per 
calendar year of supervised on-the-job training ^n a service station. Students com- 
pleting the DE r Cooperative Course or the Marketing I course in the junior year 
might want to specialize in this option in the senior year. 



MARKETING ' 

Marketing I- 8132 
Marketing II 8134 

The purposes and curriculum for the f.irst year Uth grade course in the two year 
Distributive Education Marketing Program are the same as for the 11th grade DE 
II Cooperative course but instead of supervised on-the-job training, vocational 
application of instruction is provided through simulated occupational experiences 
in the classroom laboratory and directed learning experiences in local or nearby 
businesses. It is designed for schools in localities where placement in distri- 
butive occupations is not available* The DE I 10th grade preparatory course is 
recommended but is not a pre-requisite for this course. 
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The-pur[fose and curriculum for the second year 12th grade course -In the two-year 
Distributive Education Marketing Program are the same as for the 12th grade DE III 
Cooperative course. Vocational application of instruction is 'provided in the same 
manner as in the 11th grade Marketing I cours^e. Market Ing^ is a pre-requisite for 
this course. \ r ^ 



SENIOR MARKETING 

Senior Marketing 8136 * 

f k one-year accelerated Distributive Education course for 12th grade students who 
demonstrate above average -academic ability and plan marketing careers requiring 
qualifications above the entry level or preparation beyond high school. Included 
^n course content are the areas of marketing research, personnel management, econo- 
'-s, sales promotion, sales management, merchandising and business organization 
operation.' Students investigate marketing careers and develop competencies ' 
i^dto achieve such occupational goals as sales engineer, merchandising manager, 
sales promotion. Vocational application is achieved through simulated occupational 
experiences in the classroom laboratory and directed learning experience^ irf local 
or nearby distributive businesses. 



FOOD DISTRIBUTION 

Food Distribution 8142 ■ 



A one-year 12th grade course designed for students with an interest in careers in 
the Food Industry. Instruction is given in such are^s as' An Introduction to the 
Food Industry, Service Selling in Supermarkets, Food Store Operations, Checker 
Education'and Food Store Merchandising and Advertising. Students develop the math- 
ematical, communications and marketing competencies necessary foy successful entry 
employment in the Food field. They combine classroom instruction with a minimum ■ 
of 540 hours per calendar year 9f supervised on-the-job training in a food store. 
Students completing the DE I Cooperative course or the Marketing I course in the 
-..,n^or year might want to sR^e^iSlize in this option in the senior year. i]bQ) clock 
of Instruction per j^js-ar; minimum of 2 credits. 
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1. CONSUMER AND. HOMEIIAKING ■ " * 

CONSUMER AND HQMEMAKING PROGRAMS . ^ * - * , - 

Homemaking I 8230 

Homemaking II 82A0 < ■ . 

Homemaking III 8250 ' - 

Inkhe 1st year the following units are taught based* on students needs: *The 
Young Consumer and the Home, Cultural Influences on the Individual, Growth of 
Individuals in the Home, and Management of Personal Resources . Students electing 
th^ second year must have had Consumer and Homemaking I. Each individual student 
will select a project for major emphasis. The units included are: Family Living 
and Money, Cultural Enrichment, Family Influences and^ Responsibilities , and Man- 
agement and Family Resources. Students electing this third year must have had 
Consumer and Homemaking I and II before electing III and should be in grades 10, 
11, or 12. The units included are: Family Consumer Responsibility, Cultural 
Influences on Family Living, Readiness for Marriage and Parenthood, and Management 
for the Young Family. 

FAMILY LIVING 

Homemaking V - Family Living 8270 

Designed to give one year of Consumer and Homemaking to students at the 12th grade 
level who have had no previous high school courses in the preparation for the voca- 
tion of homemaking. The units* to be taught are as follows:' Family Money Manage-- 
m'ent. Cultural Environment, Marriage and Family, and Management in Homemaking, 

SPECIALIZED AREA^ OF HOME ECONOMICS 

j 

HE-Consumer Economics - Home Management 8271 

HE-Child Development - 8284, 

HE-Home Furnishing,^, and Housing - 8297 

HE-Marriage and Family - 8272 

HE-Food ^Management - 8273 

HE-Clothing Management - 8274 

These areas have prerequisites of Consumer and Homemaking I and II are offered 
in grades 10, 11, and 12. I.n the third year after completing Consumer ahd Homemaking 
I & II, students select two specialized areas for the year, 'the two areas being taught 
consecutively during the year with a total 150 clock hours of instruction earnlhg 1 
credit. . 

HOME ECONOMICS - SPECIALIZED AREAS : * ' ' ' 

HE - CONSUMER ECONOMICS - HOME MANAGEMENT - 8271 

Students electing this course must have had Consumer and Homemaking I and II as 
prerequisites. Th4 students receive 80 clock hours of instruction and earn one- 
half* credit which must be combined with another Home Economics specialized area 
of equal duration for a full year's credit. 

The content is based upon in-depth study of management of the consumer dollar and 
other resources and skills necessary to personal and home management. Practical 
management experiences coupled with field trips make up an important part of. this 
course. . . ^ 
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HE - CHILD DEVELOPMENT - 828Z. > " 

Students electing this course must have had Consumer, and Homemaking I and II as 
prerequisites. The students receive 80 clock hours of instruction and earn one- 
half credit which must be combined with another Home Economics specialized area 
of equal durat'ion for a full year's credit. 

^^^^K"*^ °^ """^ includes in-depth sfudy of the growth and development 

u.frix!^'^' ^'^^^'^i^^l experience in a child care nursery or in, observation of 
child beh^ior-is provided in this course. ^ 

HE - HOME FURNISHINGS AND HOUSING - 8297 

Students electing this course must have had Consumer and Homemaking I and II 
_ as prer^equisites. The students receive 80 clock hours of instruction and earn 
one-half credit which must be combined with another Home Economics specialized 
area of equal duration of a full year's credit. 

This course is an in-depth study of the construction of furnishings and housing 
as they affect individual and family planning and choices. Practical experiences 
include field trips, resource persons, and certain skill-development projects. 

HE - MARRIAGE AND THE FAMILY - 8272 

Students electing this course must have-^had Consumer and Homemal/ing I and II 
as prerequisites. The students receive 80 clock hours >of ins^^ction and earn 
one-half credit which must be combined with another HomeVEetJnomic s specialized area 
of equal duration for a full year's credit. 

This course is concerned with humand and family relationships as they develop' 
within the social structure. Responsible parenthood, and the dignity of the in- 
dividual are. components of this ifAit of work. 

HE - FOOD MA NAGEMENT - 8273 . ^ 

— — ■ — • p 

Students electing this course roust have had Consume* and Homemaking I and II as pre- 
requisites. The students. receive 80 clock hours oF instruction and earn one-half 
credit whirh roust be combined with another Home Economics specialized area of equal 
duration for a full year's credit. 

The content of this course is an in-depth study of the management of sources which 
provide food for the individual and/or the family. Wise buyraanship, nutritional 
choices, and food preparation are included. 

HE CLOTHING MANAGEMENT - 827^i 

Students electing this course must haye had Consumer and Hchnemaking I and II as pre- 
requisites. The students receive sCKclock hours of instruction and earn one-half ' 
credit which nust be combined with another Home Economics specialized area of equal 
duration for a full year's credit. ^ 

The content of this course is concerned with management of clothing resources for 
Che individual and the family. Good cqnsumer practices and skill development 
clothing construction projects may be included in this course. 
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(Consufijer & Homemaking I & II Reconnnended Prerequisites f or >«b.^^|gram) 
CHILD CARE SERVICES 

Child Care Occupations I 8285 
Child Care Occupations II 8286 

Designed to prepare high school students for employment in child care occupa- 
tions at the iob entry level, the. class provides first hand experiences 
with children. On-the-job or simulated experience is a requirement of the 
course. .Students should elect this course in the eleventh grade, expecting 
^ to take two years of the program in child tare. The second year is an exten- 
sion, in depth, of Child Care Services I. Emphasis is placed on develop«ient 
of skills and understandings needed in working with small children and on ex- 
tended occupational functions of workers in child care such as Foster mother, 
child-care attendant, kindergarten aide, or child-care* assistant . Designed 
for students in the last year of high school, this course should be taken 
just prior to entering employment. Cooperative work experience is essential. 
Each course meets for two or three consecutive hours daily^, with three hours. 

CLOTHING SERVICE S 

Clothing Occupations I 8280 
, Clothing' Occupations JI ' 8281 ^ 

Prepares upper high school students for entry jobs in clothing and related occupa- 
tions; such as alterationist, custom sewer, factory worker (assembly line), 
stitcher, and sewer. On-the-job experience in factories, clothing industries, 
and other such establishments is required junder the supervision of the instructor. 
The second year is designed to build on and extend the learnings of Clothing 
Occupations I in preparation of cjothing service workers in skills needed for 
responsibilities of dressmaker, custom tailoring, assembly-line manager, or ward- 
robe .mistress . Supervised on-the-job training is required. Students are pre- 

• pared for semi-skilled or entry jobs upon completion of this course. Each class 
meets a minimum of two consecutive hours daily, but three consecutive hours are 
recommended. - \ 

FOOD SERVICES 

Food Occupations I *8275 
Food Occupations II 8276 

Designed for and prepares upper high school level students, preferably juniors, 
for various kinds of employment related to institutional' and commercial foods 
servicesiL Entry level training is provided for employment as short-order cook, 
cater-er'^helper , cafeteria or lunchroom worker, or chef's helper. On-the-job 
experience is required under supervision of the instructor. The second year gives 
additional in-depth instruction in skills related to food preparation, the develop- 
ment of necessary personal qualities for job success, need for a pleasing person- 

* allty, and a working knowledge of the employment opportunities in the food industry • 
Emphasis is placed on helping students acquire skills necessary for entry into semi- 
skilled and skilled jobs such as food service supervisor, cook, plant hostess, man- 
ager of cafeteria or luncKroom. This course is for seniors who go immediately into 
employment. Supervised work training is required. Each course meets daily for a 
minimum of two consecutive hours block^.of time but preferably for a three hour block 
of time. r^' 
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HOME "furnishings SERVICES 

Home Furnishing Occupations I 8295 
Home Famishing Occupations II 8296 

IJon^o?^"?^^ ^"ining for occupations in the construc- 

is availabirtr'l; t'^Vi "P^^^^"'^^'' -^^X j°bs in Home decoration, 

is available -to upper high school students. A second sequential year is required 

r J,Zl/'%l '"P^'^^i^^^ ^^'^ ^"ining coordinated by the instructor is 

required. The second year is an advanced course designed especiallv- for seniors to 
give opportunity for perfection of skills needed in the occupations ot interior - 
decorator s assistant, upholster ' s' assistant or customizer of home furnishings 
Cooperative work training coordinated 'by the instructor is required. The length 
of each course per day is two to three consecutive hours, the latter being prefera- 
ble. 

HOME AND INSTITUTIONAL SERVICES 

Home and Institutional Occupations I 8290 
Home and Institutional Occupations II 8291 

Prepares students as homemaking aides, motel and hotel aides, appliance demon- ' 
strators and for other related jobs in private homes and institutions such as 
nursing homes or hospitals. 'This course is designed to help the enrollee to gain 
an understanding of the use of large and small cleaning equipment and supplies and 
to develop needed basic skills for the entry level job. Supervised work training 
by the instructor is required. The second year is an in-depth course, especially 
for seniors. That emphasizes knowlege and skills necessary to be successful in the 
care of facilities, furnishings and equipment in homes and institutions in prepara- 
tion for employment as an institutional or executive housekeeper, management aide, 
inspectress, or hotel and motel housekeeping. Supervised work training by the super- 
visor is required. Each course meets from two to three hours daily, preferably three. 
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In the following Trade and Industrial Education program descriptions, three 
years are indicated in most programs. Normally, the program should operate for 
two years, three periods per day. The third year course is to be used only in 
school divisions where special permission has been granted to operate the program 
for three years at two peripds per day rather than the usual two. years at three 
periods per day. 

t 

In each case, the second or third year involves advanced experiences in tlie 
basic knowledge and skills introduced during the first year. 

As indicated, a few programs are recommended as one year courses only. 
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AIR CONDITIONING & REFRIGERATION 

Adr Cond. & Refrig. I 8503 
Air Cond.. & Refrig. II 8504 
Air Cond. & Refrig. Ill 8505 
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This is aOsrogram in residential and commercial refrigeration and air condition- 
ing to help meet the needs in t]iis industry. This program includes training in 
the in^allition, maintenance, and repair of refrigeration and air conditioning 
equipm^t. Instruction is given in the principles of temperature measurement, 
electrical (Control systems, heat transfer, air distribution, ventilation systems, 
and pi^umatic control systems. Plumbing skills, fundamental electricity, blue- 
priny^eading, and other related subjects are included In the progi^am. 



AUTO BODY REPAIR 

Auto Body Repair I 8676 
Auto Body Repair II 8677 - 
Auto Body Repair III 8678 

The Auto Body Repair and Refinishing course provides training in the use of the 
equipment and materials in the auto body mechanic trade. The student studies 
the construction of the automobile body and techniques of auto body repairing, 
rebuilding, and refinishing. Repairing, straightening, aligning, metal finishing, 
and painting of automobile bodies and frames are typical skills learned. Job 
titles in thi3 trade include automobile body repairman, automotive painter, and. 
frame and chassis repairman. 

AUTO MECHANICS 

Auto Mechani"cs I, 8506 
Auto Mechanics II 8507 , 
Auto Mechanics III 8508 

The Auto Mechanics "course provides a training program for developing the basic 
knowledge and skills needed to inspect, diagnose, repair, and adjust automotive 
vehicles; Manual Skills are developed in practical shop work. Thorough under- 
standing of the operating principles involved in the modern automobile comes in 
cla^s assignments, discussions, and shop practice. Automobile mechanics maintain 
^and repair mechanical, electrical, and body parts of passenger cars, trucks, and 
buses. They -also may service tractors or marine engines and other gasoline power- 
ed equipment. ~ Mechanics inspect and test to determine the causes of faulty opera- 
tion. They repair or replace defective parts to restore the vehicle or machine to 
proper operating condition ^nd use shop manuals arid other technical publications 
as references for technical d^ta. 



BARBERING 

Barbering I / 8509 
Barbering II . 8510 
Barbering III 8511 * 

Thi3 program includes classroom and practical experience in haircutting and styling, 
shaving, shampooing, and massaging. Emphasis is placed on hygiene, skin and scalp 
diseases, and sterilization of instruments and utensils. A knowledge of the anato- 
mical structure of the head is necessary. Instruction is designed to qualify pupils 
for the licensing examination administered by the Virginia State Board of Barber 
Examiners. - 
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BRICKLAYING - MASONRY TRADES 

Bricklaying I 8512 
Bricklaying II 8513* 
Bricklaying III 8514 

In this program the student will learn to use, maintain, and handle safely the 
tools, machines, equipment, and materials commonly used in masonry trades. This 
will involve block and bricklaying, building footings and foundations, doing 
straight wall wor-k, building arches and columns, designing and building fireplaces 
and chimneys. 

BUILDING TRADES ' 

Buildin'g Trades I 8515 
Building Trades II 8516 
Building Trades III 8517 

The building trades program offers the students an opportunity to become aogiiainted 
with a variety of skills basic to the building industry. The student has abroad 
area of experience through which skills in the building trades may be developed. 
The course of study will include carpentry, masonry, plumbing, and residential 
wiring. The course is not designed to prepare a skilled craftsman in any one of 
the trades involved but rather to enable the student to develop the basic skills 
jfhat will provide entry level employment in the building industry. 

CABIN^TMAKING^- CARPENTRY 

Catinetmaking - Carpentry I 8518 
Cabinetmaking - Carpentry II , 8519 
Cabinetmaking - Carpentry III 85^0 

This program offers the student a basic understanding of the catpentry ^ trade . 
It includes the preparation and constn:iction of forms, wood framework, subflooring, 
sheathing, partitions, joints, stairs, studding, and rafters. Also, emphasis is 
placed on skills in cabinetmaking and finish work, as used in the ..carpentry trade. 

COMMERCIAL ART 

Commercial Att I 8570 
Commercial Art II 8571 
Commercial Art III 8572 

Commercial Art consists of organized learning experiences which include theory, 
laboratory, and shopwork' as they relate to the design and execution of layouts. 
The program includes instruction in advertising theory and preparation of copy, 
fashion illustration, poster design, package and product design, exhibits, and 
other display media. Silk screen, air brusli and touchup, inks and color dynamics, 
half tone reproduction, and lettering techniques, are taught. Those successfully 
completing the program will be prepared for employment in such occupations as 
fashion illustrator, technical illustrator, and advertising artist. » 
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COMMERCIAL FOODS 

y 

Commercial Foods I 8521 
Commercial Foods II 8522 

Commercial Foods III 8523 — — — 

\ Th,is cotnrse is designed to prepare high school students for entering employment 

food service occupations. The course of study includes practice in storage 
preparation and handling of food, cooking methods, such as broiling deep fat 
— drying, steaming, and baking are taught. The preparation of special dishes, 
soups, salads, and garnishes is included. Waiter and waitress training is also 
given. 

COMMERCIAL SEWING 

Commercial Sewing I 8524 
Commercial Sewing II 8525 
Commercial Sewing III 8526 

In this program, the student can become proficient in [the operation of various 
types of sewing machines, including the industrial tyj^. Instruction includes 
construction, alteration, and fitting of wearing appai^. It also includes 
fashion design; patternmaking ; cutting- fabric to patterns; draping; machine and 
handstitching; cleaning and pressing garments; and the classification, identifi- 
cation, and selection of fabrics. 

COSMETOLOGY 

Cosmetology I 8527 . 
Cosmetology II 8528 

Cosmetology III 8529 * - , 

This program requires 2,000 hours of instruction to be taken over a three-year 
period beginning at the 10th grade (1,500 hours must be in the cosmetology lab. 
The remaining 500 may be in related subjects such as biology, health, mathematics, 
^ etc.). The course provides training in manicuring; shampooing; permanent waving; 

facials; massages; scalp treatment; haircutting, sitting and styling. Instruction 
includes the cleaning and styling of wigs and making appointments for customers. 
Upon satisfactory completion of requirements, the student is recommended, by the 
faculfe^, to take the examination for registration as a licensed cosmetologist. 

DlESEL MECHANICS • ' , 

Diesel Mechanics I 8679 

This program is designed to provide classroom and shop experiences which are con- 
cerned with all phases of repair work on a variety o*f diesel engines. Instruc- 
tion is provided in the diagnoses of malfunction of engines^and examination of ^ 
part5; reconditioning and replacement of parts; and repair atfti adjustment of fuel 
injection sy^stems, oil and water pumps, generators, governors, auxiliary and accom- 
panying-power units,' controls, and transmissions. Technical manuals, a variety of 
hand and power tools, and testing and diagnostic equipment are also utilized. 
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DRAFTING 

Drafting I 8530 

Drafting II 8531 

Drafting III 8532 

The persons qualified in drafting have an important place in industry. They are^ 
the people who have the technological and manipulative ability to take the rough 
ideas and sketches of engine.ers, architects, and designers and produce complete 
and accurate drawings from them. These drawings are in turn used by skilled 
craftsmen in construction and manufacturing. A competent employee in drafting 
IS able to assume responsibility and work with a minimum of supervision. Promo- 
tion to an engineering technician is a step upon the career ladder of his occupa- 
tion. This course is designed to prepare the student to enter the field of draft- 
ing After the first year, the student may specialize in the architectural, mechan- 
ical, or electrical phase of the trade. 

ELECTRICITY 

Electricity I . 8533 

Electricity II... .8534 . . . . . _ ' . . .... .. . . „ 

Electricity III 8535 

• • » 

The electrician performs the various tasks related to electri^ial work either on 
new construction or for maintenance and repair. This course is designed- to teach 
the student to assemble,- install and test electrical fixtures and wiring used in 
the refrigeration, air conditioning, heating, lighting, power and obher electri- 
cal systems of residences, factories, schools, and office buildings. The electri- 
cian will learn to connect electrical machinery, equipment and controls, read and 
follow simple blueprints, and to learn the electrical code as^it applies to his 
state and municipality. The bending and- installation conduit (tubing) through which 
electrical wires are pulled, and the splicing of wire is also taught in the program. 

ELECTRONICS ' • , 

Electronics I 8536 
Electronics II 8537 
Electronics III 8538 

This is a program of instruction in tl^e diagnosis and repair of electronic equip- 
ment of all types. Radio and television electronics will be included and will pro- 
vide instruction in basic electrical and electronic theory, circuitry, fundamentals 
of vacuum tubes, sewi conductors and. in the use of such instruments ^s .vacuum tube 
voltimeters, multimeters, oscilloscd^es , and signal generators. Instruction in 
industrial electronics will include electronic control systems and assembly work 
in addition to the basic activities involved in~ radio and television instruction 
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INDUSTRIAL COOPERATIVE TRAINING 



Ihd. Coop. Training I 8901 
Ind. Coop. Training II 8902 



Industrial Cooperative Training (ICT) offers high school students the opportunity 
to prepare for employment in one of the many career fields within the areas of 
trade, industrial, technical^ or health occupations. The program involves a com- 
bination of the training resources of both the high school and the technical/indus- 
trial complex of the community. Business, industrial, and professional establish- 
ments provide part-time employment and supervised training to ICT students during 
school hours. The high school furnishes the technical subject matter related to 
the student's occupation through a coordinator for the program. The objective of 
the program is to provide each student with the occupational experiences and related 
instruction necessary to prepare him to accept employment and be a productive worker 
in the trade or related occupation for which training was received. 



INDUSTRIAL MAINTENANCE MECHANICS 



Industrial Maintenance Mech. I 8575 
Industrial Maintenance Mech. II 8576 
Industrial Maintenance Mech. Ill 8577 • * 

This program is designed to train a student to become a maintenance mechanic within 
-.^n .industry. Instruction is offered in the machine trades on such equipment as 
'lathes, milling machines^ surface grinders and drill presses. Instr^iction in the 

use. of gas and electric welding equipment is also included. The repair and main- 
. tenance of pneumatic and hydraulic systems is a part of the instruction. In some 

programs instruction in the repair of electrjc motors and their controls and in 

small internal combustion engines may be included. 



mCHINE SHOP 



'it 



Machine Shop I 8539 - • 

Machine Shop 11^ 8540 
Machine Shop, III" 8541 

The Machine Shop course is designed to give individuals the opportunity to acquire 
basic -skills and the related technical information necessary to gain emplojnnent as 
a machinist. Machinist is a Skilled worker who shapes metal by using machine tools 
and hand tools. Instruction is given in setting up ^d operating the machine tools 
found in the trade such as lathes, drill presses, milling machines, surface grinders, 
and other precision equipment. The student wil'SHbe tAught to make standard calcula- 
tions relating to dimensions of woi:k, ^nd the processes involved in the shaping of 
metal. The composition of metals will be taught so that the processes of antiealing 
and hardening of tools and metal parts can be performed. ' <r 

MEDICAL ASSISTANTS • A- • 

2 ~ ■ ^ ■ 

Medical Assistants L 8545 
Medical Assistants II 8546 

Medical Assistants III 8547 . 
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This cour'se includes study, practice^and clinical training of the skills 'and tech- 
niques of assisting the physician in one or all of the three of the following areas: 
performing secretarial and other'office duties; assisting the physician with^^patients; 
performing routine laboratory tests. Within these broad categories, a student will 

m 
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.^learn to function as a receptionist and/or bookkeeper, sterilize instruments, 
assist with EKG and heat therapy, use visual and audio testing machines, do blood 
and urinalysis testing, and assist with culture and sensitivity plates. <\ 



METAL TRADES 



Metal Trades I 8548 
Metal Trades II 8549 
Metal Trades III 8550 

This program may consist of instruction in the operation of machine tools,, welding 
and cutting, sheet metal work, introductory tool and die making and metal pattern- 
making. Students will receive specialized learning experiences including theory, 
laboratory, and shopworl^ as they relate to the planning, manufacturing, assembling, 
testing, and repairing of metal parts, mechanV^s, machines, and structures. They 
will learn to cast, form, shape,, mold, heat, cut, twist, bend, press, stamp, fuse, 
and mark metals or metal products. Instruction emphasizes the acquisition of skills, 
knowledge, and understanding which lead to the preparation for various types of 
skilled^^and. semi--skilled employment in the metal trades field. 

MACHINERY REPAIR 




Mine Machinery Repair I 8580 \ 
Mine Machinery Repair II 8581 ' 
Mine Machinery Repair III 8582 

This course is designed to enable the individual to repair, a'^ust, and maintain 
mining machinery, including stripping and loading shovel§, drilling and cutting 
machines, roof bolting machines, shuttle cars, mining motors and buggies, loaders 
and continuous mining machines. The student will gain knowledge and skills pertainin; 
to welding and cutting, hydraulics, electricity (AC and DC), general machanics, and 
machine ahop operations. 

NURSES 'S AIDE 

Nurses Aide I 8560 

* ^ 
This course consists of a combination of subj ect 'matter and experiences which pre- 
pares a person to perform multiple tasks involved in the personal care of individuals 
receiving , Nursing services.. Usually the individual works und.er the supervision of a 
nurse. The student will learn to answer signals to determine patient's need; bath; 
dress and undlress the patient;, feed the patient; attend the patient during physical 
examitiktion; dust and clean rooms; make beds; take and record temperature, pulse, 
and respiration rates, and food and liquid intake and output, as directed. The 
student will receive basic di'etary training experiences and other experiences that, 
will qualify him/her for assistance in the central. supply room, delivery room or 
nursery. 

PLUMBING & HEATING TRADES 
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Plumbing I 8551 
Plumbing II 8552 

Plumbing III 8553 , . . . 

This is a program which provides instruction and practice in the installation, main- 
tenance, and repair of plumbing and heating equipment and systems. The .student will 
study the materials, tools, fittings, and fixtures that are an -integral part of the 
trade. 

241 
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Related mathematics, science, and the plumbing code are emphasized. Instructional 
experiences will involve cutting and joining pipe, repairing plumbing fixtures, 
repairing and adjusting oil burners and other heating mechanisms, installing 
pipe, installing pumps, and similar skills^ 



POWER MECHANICS 

Power Mechanics I 8554 

Power Mechanics II 8555 

Power Mechanics III 8556 



This program involves a study of the the^ory, maintenance, and servicing of 
mach|nes and devices that convert power into energy. Students will get exper- 
, iences in fluid and air power (hydraulics and pneumatics); in internal combustion 
engines (small and large gasoline engines such as those found in autos, lawn 
mowers, motorcycles and boats) and in electrical power (electric motors). New 
discoveries such as the rotary and turbine engines jwill be introduced. Such 
experiences should enable the student to enter employment in shops and industries 
specializing in the maintenance and repair of power machines and devices. 

PRACTICAL NURSING 

« 

Practical Nursing I 8557 
Practical Nursing II 8558 
Practical Nursing III 8559 

The Licensed Practical Nursing course is designed to train students in the care 
of patients of all ages, in various stages of dependency, and with a variety of 
conditions. The student will have classes in anatomy, social sciences, ^ inter- 
^ personal relationships, and the use of good judgement. ^ There will be activities 
'designed to develpp skills related to patient care. In all situations the LPN 
functions under supervision of a registered nurse ^d/or licensed physician. In 
situations where the patient's condition is stable and not complex, this super- • 
vision mav be little, or it may consist of continuous direction in situations re- 
quiring the knowledge and skills of the registered nurse or physician. This course 
is for seniors only who will complete one year ^n pre-clinical studies at the high 
school, 'and thirty six weeks of hospital clinical experience after high school grad- 
uation, ^pon successful completion of the total program, the student will qualify 
to take the LPN licensing examination. 

PRINTING ^ . ' 

Prijiting I 8660 

Printing II 8661 • ' , - * 

Panting III 8662 ^ s * • 

^ lU. ._ ' 

^This '"^1^ a program which includes both letterpress and offset lithography providing 
technical training and practice in copy preparation, composition, photography, lay- 
out and design, platemaklng, duplication, ,and binding of printed materials of all 
types. R.e^ated information on paper, inks, and economic factors of printing is in- 
cluded ^s an integral part of this course. Production printing is the key point of 
emphasis i^i' this program. Instructional activities will include designing and 

'printing handouts, brochures, forms, booklets, and other .types of publications. 
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SHEET METAL 



Sheet Metal I 8663 , 
Sheet Metal II 8664 
Sheet; Metal III 8665 

-^This is a basic course in sheet metal layout f abif*ication , installation, the use 
of sheet metal equipment and industrial practice^. Instructional activities in 
the shop will include the design, cutting, forming,, and fabrication of such pro- 
jects as too* boxes, air ducts, sheet metal containers and in some cases their 
installation. ^ . 

SHOE REPAIRING 



Shoe Repairing I 8666 
Shoe Repairing II 8667 
Shoe Repairing III 8668 



The program includes organized classroom and shop learning experiences concerned 
with the repair of all types of footwear. Instruction emphasizes types and care 
of shoes; kinds and uses of tools and machines; shoe construction; shoe repairing 
including replacement of worn parts such as heels and soles, and sew parts that 
ne'ed mending; orthopedic shoemaking and repair; leather refinishing and dyeing; 
salesmanship and simple bookkeeping. Repairing of other articles, such as hand- 
bags, luggage and belts may be included in the instruction. 



TAILORING 



6. 



Tailoring I 8669 
Tailoring II 8670. 
Tailoring III 8671 



This program injpludes specialised learning experiences concerned with the fabrica- 
tion and alteration, by hand and machine, of ' all types of men's, women's, and children's 
outer garments. Instruction includes taking mea'surements, preparing patterns, cutting, 
sewing, and fitting; hand and powered machine sewing; hand and. machine pressing; and 
making repairs and alterations from start to finish, according to patterns and the 
designer's specif ^.cations . 

WELDING 

Welding I 8672 
Welding II 8673 
Welding ll> 8674 

This is a course in general welding, including spot welding, gas welding, arc 
welding and inert gas welding. Jt is designed to give students an understanding 
of the principles, methods, techniques, and skills essential for successful employ-^ 
ment in the welding field and the metals industry^ Welders join metals by applying' 
intense heat, and* sometimes pressure, to f orm^-a^rmanent bond between intersecting 
"lections. 
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STUDENT INTEREST SURVEY OF 



VOCATIONAL EDUCATION PROGRAMS 



Your Name 



1. What grade are you in? (Circle the correct grade) 
* 6 7 8 9 10 



2. Have you taken or are you taking any orientation or exploration 
vocational education courses? 



/_/ Yes / / No 



3. If you have answered ' YES" to Item 2, what is the name of the 
course? 



4. Do you plan to take vocational education courses in high ?chccl? 
/ / Yes / I No . 
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All vocational education programs available in the State of Virginia are ^ 
included in the following list. Stars (*) next to the blocks indicate the 
programs that are available in your school or ^school division. If you plan 
to enroll in a vocational education program, write a _1. to indicate your first 
choice, a 2 for your second choice, and a 3^ for your third /hoice in the blocks 
next to the programs available in your school or school di^k j,sion . If you are 
interested in some other program that is not available in your school or school 
division, put a check ( ) mark in the b^ock of the program ot your interest. 



Exploratory or Orientation Programs 



Exploratory Agriculture 
Business Explor-ation 
Accounting (12th grade) 

Office Supervision and Management (11th or 12th grade} 

Education for Emplo)Tnent (Distributive Education) " 

Fashion Merchandising (Distributive Education) 

Hotel-Motel Management (Distributive Education) 

Radio & TV Broadcasting (Distributive Education) 

Distributive Education^ I Preparatory 

Intermediate Consumer and Homemaking Grade 6 

Intermediate Consumer and Homemaking Grade 7 

intermediate Consumer and Homemaking Gxad^ 8 

Exploring Technology 

Modern Industry and Technology 

American Industry 

World of Construction 

World of Manufacturing 

World of Communications 

World of Transportation 

Industrial Career Exploration 

Industrial Career Orientation 



Programs in Agriculture - 



Agricultural Production 
Agricultural Supplies and Services 
Agricultural Mechanics 
Agricultural Products 
Ornamental Horticulture 
Agricultural Resources or Forestry 
Agricultural Science and Mechanics ^ 
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Programs in Business ^ 

/ / Accounting arfd Computing Occupairions ^ * 

, * / / Busirfes^ Data Processing Systems Occupations 

/ / Filing, Office Machines, General Clerical Occupations 

/ / Stenographic, Secretarial and Related Occupations 

/ '/ Typing ^and RBlared ttecxipatloifs 

/ / Keypunch Operator 24 G 



Programs In Distribution 



/ Distributive Education Cooperative Prog 

— / — / — -Be tral^om -Market-iivg ^ - 

/ / Food Distribution 

/ I Senior Marketing 

^ / J Marketing 



Occupational Programs in Home Economics 

/ / Child Ccite Services 

/ / Clothing Services 

/ / Food Services 

/ / Home Furnishings Services 

/ / Home and Institutional Services 

Consumer and Homemaking Programs 

/ / Consumer ^ HomemaKing 

/ / Family Living 

/ / Child Development 

/ / Clothing Management 

/ / Consumer Economics-Home Management 

/ / Marriage and the Family 

/ J Food Management 

/ / Home Furnishings and Housing 

Programs in Trade and Industry 
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Air Conditioning and Refrigeration 

Auto Body Repair 

Auto Mechanics ' 

Barbering 

Bricklaying 

Building Trades 

Cabinetmaking and Carpentry 

Commercial Art 

Commercial Foods 

Commercial Sew&g 

Cosmetology 

Diesel Mechanics 

Drafting 

Electricity 

Electronics 

.Industrial Cooperative Training 
Industrial Maintenance Mechanics 
Machine Shop 
Medical Assistants 
Metal Trades- 
Mine Machinery Repair 
Nurses' Aide 
Plumbing and Heatipg 
Power Mechanics 
Practical pursing 
Printing 

Sheet Metal : 
Shoe Repairing 
Tailoring 

Welding ' t 
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APPENDIX F 

ANNUAL PROJECTED PLAN FOR VOCATIONAL EDUCATION 
AND PRELIMINARY APPLICATIONS FOR VIRGINIA" 
VOCATIONAL FUNDS FOR 1975-76 
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DIVISION OF VOCATIONAL EDUCATION 
STATC DEPARTMENT OF EDUCATION 
RICHMOND, VA. 23216 



SUPTS. MEMO. NO. I 11^1 
October 1, 1974 



TO: * Division Superintendents * ; ^ 

FROM: George S. Orr, Jr., Director, Vocational Education 

Marguerite Crumley, Associate Director^ Vocational Education^ 

George W. Swartz, State Supervisor, Local and Regional Planning . ^ . 

SUBJECT: (1) Annual Projected Plan for Vocational Education, Updated for , 
1975-76 and the Next Five Years 
(2) Preliminary Application for Virginia Vocational Funds for 
1975-76 

Due January 1-5, 1975 

Each year at this time, you are asked to update your projected plans for 
vocational education. These projections have, been and will continue tc5 be uSed 
as the basis for preparing the Annual State Plan for the Administration of . 
Vocational Education. As part of the Standards of Quality, these projected 
plan"; will also be used as the vocati(>nal education portion of the Five Year 
School Improvement Plan, which .is due/June 1, 1975: Since you will send in 
the updated vocational educati-o^J^ January 15, it need not be sent m again 
June 1 . 

Continuing a system started in 1973-74, you are being asked to apply for 
vocational education funds along" with your annual projected plan. Xhfe prelim- 
inary application for funds is called for at this time in order, under the new 
method of funding vocational education, to be able to approve applications m 
tifne to assist you in developing" your budget and in anticipating vocational 
education funds for the next fiscal year. The approved preliminary applications 
should be in your hands by the first of April. It is hoped that .this will give 
you sufficient time to institute approved new programs and to carry forward on 
plans to expand or update continuing programs. 

While it is essential that the preliminary applications be received in 
January, the total amount of reirabuirseuient to you will be contingent upon the 
amount of funds available in the second year of the 1974-76 budget. 

Attached you will find instructions and forms for reporting plans for voca- 
tional education and for applying for certain vocational funds. The plan and 
application, with Schedules, are to be returned to the Division of Vocational 
Education by January 15, 197 5. In order to acquaint you and your "staff with v 
the forms, we will be having regional meetings in October November to discuss 
them. The schedule of these meetings is on Pag^ 2. 

In the meantime, i£ you want assistance, please call Mr. Swartz at (804) 
770-5483. Also, the vocational education supervisor assigned to your division 
,for 'planning will be available upon request to work with you. (A list of these 
supervisors by task force areas is attached). 

Please provide to Mr. Swartz the names of th e persons who will attend the area 
•meetings . 

\over) . 
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ATUCHMENTS : 



L. 

3. 
4. 



Introduction 

Form for Updating' Annual and Five Y^car Plan 

Schedule:. No . la-lf ' Pre-liminary Application - TIT Addn.-Co-s-tS-: 
Schedules No. 2A-2F - Preliminary Application for 



Equipment for 1974-75 with Five Year Projections 

5. Schedules No. 3a-3f - Preliminary Application for 
. Adult/Classes with Five Year Projections 

6. Schedule No. 4 - Secondary Vocational Personnel 
With Five Year Projections 

7. Schedules No. 5-6 - Application for Continuing or 
New Special Vocational Programs and Projects 
(Disadvantaged, Handicapped, etc'.) 

8. Sched\jle Np. 7 - Construction Plans 

9. Schedule No. 8 - Anticipated Funding and Budget 
Summary for Vocational Education 1974-75 

10. Schedule No. 9 - Proposal for New Vocational Education 
Program*" 

11. Schedule No. 10^- Application for Virginia Vocational 
Funds 

17. List of Approved Programs in Vocational Education 
13. List of Reimbursement Rates 



SCHEDULE OF AREA MEETINGS 



Divisions in SupCs. Regional 
Study Group No. 

4 


Date 

October 30, 1974 


Time 

10:00-12:00 
Noon 

• 


Location 

Fauquier High School 
705 Water loo^Road 
Warrenton, Virginia 


Room 
Aud. 


5 


Kovembei; 4, 1974 


10:00-12:00 
Koon 


Augusta County 

V^illey Vocaciunai School 

Fishersville, Virginia 


(TBA) 


6 ■ 


riovemher 4, 1974 


2:30- 4:30 


Roanoke County Ed. Ct. 
Salem. Virginia 


208 


7 


Novemb^ 5, 1974 


10:00-12:00 


Smyth Co. Voc. Center 
Chilhowie, Virginia 


(TBA) 


1 


Novent)er 7, 1974 


10:00-12:00 
Noon 


Richmond Tec*hnical Ct. 
2020 Westwood Avenue 
Richmond, Virginia 


237 


3 


Novenbcr 7, 1974 


2:30- 4:30 


\ Essex High School 

1 Tappahannock, Virginia 


(TBA) 


2 


November 8, 1974 


10:00-12:00 


Norfolk Technical Ct. 
1330 Military Highway 
Norfolk, Virginia 


C-5 


n * * 

GSO/bC/GWS:mrb 
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LISl Of S'lATE SUPhRViSOUS C»F VOCATIONAL EDUCATION 
ASSIGNED BY TASK FORCES FOR ASSISTANCE -TO LOCALITIES 



> Carl Jorgcnsen: 


TasU 


Force 


1 - 


Lec, Norton, Scott, Wise 


• 


Task 


Force 


2 - 


Buchanan, Dickenson, Russell, Tazewell . 




- Task 


Force 


15- 


Charles City, Chesterfield, Goochland, 










Hanover, Henrico, New Kent, Powhatan, 










Richmond C-ftv 


Julian Campbell: 


Task 


Force 


3 . 


Bland, Bristol, Carroll, liie^s, Galax, 




• 






Grayson, Smyth, Washington, Wythe 




. Task 


Force 


4 - 


Floyd, Giles, Montgomery, Pulaski, 










Radford 




Task 


Force 


10- 


Albemarle, Charlottesville, Fluvanna, 










Greene, Loui sa. Nelson 


Thomas Hughes: 


Task 


Force 


5 - 


Alleghany, Botetourt, Clifton Forge, 










Covington, Craig, Roanoke County, 










Roanoke City, Salem 






Force 


1 9- 


u^nvL 1 le , r ran Kim Lounty , Henry , 










Martinsville, Patrick, Pittsylvania 




Task 


Force 


16- 


Caroline, Fredericksburg, King George, 










Spotsylvania, Stafford 


George Swartz: 


Task 


Force 




Augusta, Bath, Buena Vista, Harrisonburg, 










Highland, Lexington, Rockbridge, Rockingham, 










Staunton, Waynesboro 


M. M. Gray: 


1 — 

Task 


Force 


7 - 


CTarke, Frederick, Page, Shenandoah, Warren, . ~ 










Winchester 




Task 


Force 


9 - 


Culpeper, Fauquier, Madison, Orange, * 










Rappahannock 




Task 


Force 


20- 


Chesapeake, Frankli^n, Isle of Wight, 










i^ansemond, Norfolk, Portsmouth, Southampton, > 










Virginia Beach 


James Horan: 


Task 


Force 


8 - 


Alexandria, Arlington, Fairfax County, 


* 








Fairfax City, ^Loudoun, Prince William, 










Falls Church City 




Task 


Force 


11- 


Amherst, Appomattox, Bedford County, 










Bedford City, Campbell, L>Tichburg 


1 


Task Force 


13- 


Brunswick, Halifax, Mecklenburg, South Boston 




Task 


Force 


22- 


rL^^uiiu%\.i\, , v^idj^t: uiicirLfcib, iNO L Lnainp ton 


Nancye Devier: 


Task 


Force 


14- 


Amelia, Buckingham, Charlotte, Cumberland, 










LtuiiciiuuL ^ , liU u LUw ay , tLLnCc iZjQWarQ 




Task 


Force - 


17- 


Colonial Beach, Lancaster, Northumberland, 










R ic hmond , Wes tmor e 1 and 




Task 


Force 


18- 


Essex, Gloucester, Mathews, Middlesex, King • 










& Queen, King William, West Point 


Dewey Oakley: 


Task 


Force 


19- 


Dinwiddie, Greensville, Hopewell, Petersburg, 










Prince George, Sussex, Surry , Colonial Heights 



Marguerite Crumley: 



Task Force 21- 
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Hampton, James City-Williamsburg, Newport News, 
Poquoson, York 

• : . y 
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REGIONAL MEETINGS 



Amelia County 
Buckingham County 
Brunswick County 
Charles City County 
Charlotte County 
Chesterfield County 
Cumberland County 

Region II 

Accomack County 
Isle 6t Wight County 

__^me3-jCity County 

Northarspton County 
Southampton Coujjty 



Dinwiddie County 
Goochland County 
Greensville County 
Halifax County 
Hanover County 
Henrico County 
Lunenburg County 



Region III 

Caroline County 



Mecklenburg County 
New Kent County 
Nottoway County 
PowhataTn County 
Prince Edward County 
Prince George County 
Surry County 



Sussex County 
Colopial Heights City 
Etrporia City 
Hopewell City 
Petersburg City 
Richmond City 
South Bos'ton City 



York County 
Chesapeake City 
P_rank.lln City . 
Har^ton City 
Nanscioond City 



Newport News City 
Norfolk Ciny 
Por tsmouthJCity. 
Suffolk City 
Virginia Beach City 



Williamsburg City 
Cape Charles 
Poquoson - 



King William County Richmond County 



West Point 



Essex County Lancaster County Spotsylvania County Colonial Beach 

Gloucester County Mathews County Stafford County 

King & Queen «County Middle??cx County Westmoreland County 

King George County Northumberland County Fredericksburg City 

Region IV 



Arlington County Frederick County Pr ince Wil 1 iara County Fairfax City 



- Clorke County 
Culpeper County 
Fairfax County 
Fauquier County 

Region V , " 

Albemarle County 
Amherst County 
Appomattox County 
Augusta County 
Bath County 
Bedford County 



Loudoun County 
Madison County 
Orango County 
Page County 



Caqtpbell County 
Fluvanna County 
Greene County 
Highland County 
Louisa County 
Nelson County 



Rappahannock County 
Shenandoah County 
Warren County 
Alexandria City 



Rockbridge County 
Rockingham County 
Bedford City 
Buena Vista City 
Charlottesville City 
Harrisonburg City 



Falls Church City 
Winchester City 



Lexington City 
Lynchburg City 
Staunton City 
Waynesboro City 



Region VI 

Alleghany County 
Botetourt County 
Craig County 
Floyd County 
Franklin County 



Gile$ County 
Henry County 
Montgomery County 
Patrick County 
Pittsylvania County 



Pulaski County 
Rofinoke County 
Clifton Forge City 
Covington City 
Danyille City 



Martinsville City 
Radford City 
Roanoke City 
Salem City 



Region VII 

Bland County 
Buchanan County 
C&rroll County 
Dickenson County 
Grayson County 



Lee County 
Russell County 
Scott County 
Smyth County 
Tazewell County 



Washington County 
WTse County 
Wythe County 
Bristol City 
G$lax City 



Norton City^ 
Fries 
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VOCATIONAL EDUCATIO^J MANAGEMENT INFORMATION SYSTEM - VEMIS 

(PHASE 1) 



INTRODUCTION 
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CXON-MANAGEMENT INFORMAT-I-ON-SYSTEM --VE^aS- 



\ 



The Division of Vocational Education, State Department of Education, 
has developed management information system called Vocational Education 
Management I^nformation System or VEMIS. The system provides information , 
on vocational course offerings, financial and resource (personnel, equip- 
ment, instructional materials) requirements, and enrollments in the voca-^ 
tional education programs. 

ft 

The system consists of three phases. The First, Phase deals with 
vocational education program planning. InforraatioA on vocational educa- 
tion program purposes and activities, fiscal budget, resource require- 
ments y ^d-enrollment projections i^ collected in this phase. The process 
will facilitate the school-^i^sions * update of the five year plan for 
vocational educational programs which serves as the basis for the develop- 
ment of two important planning documents: (1) The Annual and Long Range 
State Plan for the Administration of Vocational Education, and (2) The 
Five Year School Improvement Plan, SOQ Report Form 9. 

The Second Phase is the implementation and operation of the planned 
vocational education programs. During the second phase, the Vocational 
Education Reporting System (VERS) collects student enrollment figures of 
vocational education programs. Information collected through VERS will 
be used for funding of vocational education programs. Reimburseraent for 
various vocational education activities are made during the second phase. 

The Third Phase deals with annual evaluations of vocational education 
programs. A manual called '^Annual Local Evaluation of Vocational and 
Technical Education" has been developed for this purpose. The manual will 
aid administrators to identify strengths and wealcnesses of the programs. 
Each school division will submit to the State Division of Vocational Educa- 
tion an evaluation report consisting of strengths and weaknesses of the 
programs, and planned steps to correct the situations. Information from 
the third phase will aid school divisions in making necessary plans for 
vocational education program offerings and in updating the five year plan. 

It must be eti^hasized that the phases are interdependent. They form 
a cycle, Phase 1 leading to Phase 2; Phase 2 leading to Phase 3; and Phase 3 
leading to Phase 1. The First Phase is the starting point of the cycle. A 
statewide picture of the vocational education program is obtained when a 
cycle is completed. The information helps not only in completing necessary 
federal reports, but also .suggests specific actions to improve vocational 
education for coming years. 



^ Attached herewith is a copy of the planning document dealing with 
Phase 1, Program Planning. The document contains forms and directions for 
completing the forms. ( 
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imuh;kam l>lw^NNIN^ document 



The Pi'o^p'am PKinnlnj; nr)cunieiU consists of thr^»e sections. Tbrj 
Vi \ St S(*ct ion is llio "Kivr Yonr Pl.in for Program Improvement in Voc<h- 
tionnl E(l\icM t i on . ' Vorntion.'H liducntion t>o;i 1 s al State level, objectives 
*ind s t rafej^i es a^ local (H vis ion level are listed in the Five Year iMan, 
The Second Sef:ti<>n consists of forms projecting enrollments, equipment 
ne<»ds, afhilr activities, and other fnlonnatlon related to vocational 
education pro^rrim oCfcrinj^s, The Tin rd Section d(^als with the application 
for reiml»uvsom<»nt from the Virginia Vocational Educatiort funds, Detailed 
ins trjur t ions for ompletin^^ forms for each section are given in each 
appropriate s.ection, 

- - For assistance in completing the forms, contact the Vocational 
liducatlon Suprrvisnr assigned to your school division for program [jlanning 
or contact Mr, George Swartz, Supervisor, Local and Regional IManning, 
Division of Vocational Education, ?Late Department of Education, Richmond, 
VA 23216, Telephone (304) 770-5483, 

Oompieted forms should be mailed by January 15, 1975, to Mr, George 
S. Orr,^^r,, Director, \Apcationa Education , State Department ot Educfltion, 
Richmond, VA 23216, * Enclose in the mailing: 

r 

1, (''He copy of the "Five Year Plan for Vocational Education,** , 
tipdated 1975-76 

2, Two copies of each Schedule No, la through If 

3, One copy of each Schedule 2a through 2f 
« 

4, One copy of each Schedule 3(l)a through 3(1 )f, and 3(2)a 
through 3(2)f 

5, One copy of Schedule ^ ' 

6, Three copies of each Schedule S and Schedule 6 

7, One c^^y of Schedule 7 

8, Two copj.cs of Schedule 8 

9, Two copies of Schedule ^ 
10, Two copies of Schedule 10, 
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INTRODUCTION AND INSTRUCTIONS 
FOR ' 

SECTION I: FIVE YEAR PLAN FOR PROGRAM IMPROVEMENT 
IN VOCATIONAL EDUCATION 



Evaluation and Assessment 

Assessment is th^ evaluation oT appraisal of the current status' of 
an objective or goal. The evaluation instrument for vocational education, 
Annual Local Evaluation of Vocational and Technical Education , made* available 
last spring, assisted local school divisions is assessing thp *ma jor s trengths 
and^ weaknesses of their programs and in jnaking recommendations for program 
improvement. This assessment should be reflected in the update of the five 
year plan through statements of objectives which ar? based on local needs and 
through strategies or the action plan. Further assessment of needs in terms 
of each goal will be necessary to dfevelop a meaningful plan. 



PLANNING 

,The major purpose for planning by the State Division of Vocational 
Education**and local -school divisions fs to develop' long-range guidl& for 
their 9peration so that resources of time, talent, and money can b* utilized 
to the greatest extent possible in obtaining the goals of vocational education 

Since 1964 school divisions in Virginia fiave been projecting annual and 
five year p.lans for vocational education, each year with more accuracy and 
sophistication. This year «he format for updating the five year plan has 
been revised and simplified making its use teasier and more meaningful. School 
divisions are jsncouraged to use this format in updating their five ye^r voca- 
tional "education plans* The plan format consists of ^oals, objectives of each 
goal, and strategies to carry out the objectives. A brief explanation of each 
area of the format is given below. 

>gSSION 

The State Division of Vocational Education has adopted the following 
mission for vocational education program fields: 

» 

The mission "of the Division of Vocational Education ±s ' . 

through joint effort with local school divisions and 
other agencies to ensure that all persons will have 

' ready. access to vocational education programs 

that are commensurate with their abilities, interests, 
and educational needs. 

GOALS 

In carrying ^out this mission the Division of Vocational Education 
has identified five major goals: 

GOAL NO* 1 - Enable persons to acquire the skills and knowledge 

needed for employment in occupations al their choice 
and for which there are employment opportunties. 

,V ^ ' 



. GOAL NO. 2 - Enable persons to acquire the competencies needed 
as consumers of goods and services, for home and 
family living, and for personal use. 

GOAL NO. 3 - Enable persons to become aware of emplo3nnent oppor- 
tunities and job requirements for use in making career 
choices and in determining their educational programs. 

GOAL NO. 4* - Enable adults to acquire skills andknowledge needed 
for initial employrrtent, job employment, job advance- 
/ ' ment, and/or homemaking. 

0 

• 

GOAL NO. 5 - Enable persons to exhibit pride in work well done, 
confidence in ability to perform, and to develop a 
realistic self image in relation to work in their 
- ' chosen vocation. 

. The mission states the ultimate aim ox purpose of the vocational 
education system, and the system implements this ultimate purpose through 
a series of activities known as goals. Since vocational education is the 
joint, effort of State and local educational Agencies, a school division 
can adopt, revise, and/or refine any or all of 1 these goals and can 
develop other goals in addition to these five goals. 

OBJECTIVES ^ . , *' ^ 

The goals are accomplished through activities that are quantifiable, 
coranonly known as objectives . The objectives of the school division should 

1. be related t9 goals, purposes, and needs 

2. be stated in terms of student performance 

3. be measurable > . ' 

•4. be localized for^ the school division 
5. specify target d^^foT attainment 



Example 1: 

Goal 

Students will acquire 
skills, mental and 
manipulative, needed 
for employment. 



Ob jective 
By June 30, 1978, 757. 
of the students graduating 
from high school will have 
a job entry skill as deter- 
mined by the completion of 
a vocational education program. 



STRATEGIES ^ • 

7 " 

Strategies are the means or specific plans which, when carried out, 
facilitate th^ attainment ol the objectives. Every strategy in the school 
division pl^n should'^ate: 4 

1. when it will be done 

2. who wili do it 

3. what will be done . ~ ^ 

4. how the results will &e measured or implementation recognized 

5. pbsitive action • * • 
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In relation to Example 1, page 10, the goal, objective, and strategy 
might be stated and numbered as follows: 



Example 2: 

Goal 

1. Students will acquire 
skills, mental and 
manipulative, i^eeded 
for employment. 



Objective 
1.1 By June 30, 1978, 757. 
of the students gradu- 
ating from high school 
will have a job entry 
skill as determined by 
the completion of a 
vocational education 
program. 



Strategy 
1.1.1 By September, 1975, 
the following senior 
intensified programs 
will be established - 
farm machinery 
operator, retail 
sales,' office clerk, 
caterer helper, and 
•tune-up specialist 
to enroll 80 seniors. 



HINTS FOR UPDATING YOUR FIVE YEAR PLAN 
TO DETERMINE *NEEDS AND OBJECTIVES 

To assess need^ in terms of stated goals, consider each goal separately 
by asking: ''In light of this goal, where are we? and where do we want to be? 
The discrepancy between these two, where you are and where you wish to be, 
is the ba^is for determinihg a real need. This syggests that data collection 
and research of a kind certainly must be engaged in before real needs may be 
determined. Once needs have been determfned, many alternatives may be re- 
viewed to select the most feasible one to meet the needs identified. After 
the alternative to be' pursued is chosen, therf it must be programmed. This 
involves writing objectives in terms of learning outcomes for studentS/iiL^ 
terms of the identified need and the initial goal. 

If your school division participated in the program evaluation field test 
last spring, you will have already pointed up major program needs and made 
recoMnendations for program improvement. These program needs should be stated 
as objectives with the recommendations for program improvement being stated in 
strategies in terms of each objective 

PLANNING PERSONNEL 

The annual and five year plan for vocational ^education should reflect 
in-put from all areas of the vocational education program and from vocational 
personnel including students^and their parents, teachers, supervisors and 
administrators; the planning council; and representatives from busi^jiess and 
industty. The planning counjCTlTVnay appoint a task force for updating the 
vocational education plan with jf group of sub-task forces for each major 
program field and/or level of^struction. Such participation not only will 
assure the development of a viable plan, but also will assure broad participa- 
tion in implementing the plan. 

FORMAT OF THE PLAN 



All school divisions are urged to use the prescribed new format for 
stati'ng their goals, objectives, and strategies. The format and specific 
directions follow. , 



I. Dr W H. Seanell, Professor of Educatioif, University of Virginia 
in-pr^sentatiT)p to Vocational Education State Staff. 
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SPECIFICiJDIRECTIONS 

A copy of the /lew^forraat for listing goals, objectives, and strategies 
will be fourid on page 13. Double horizontal lines pn the format indicate 
starting on a new page. The numbering system is as follows: The first 
number, one digit, refers to the goal number. The second number, two digits, 
refers to the objective number of the goal. The third number, 3 digits, refers 
to the strategy number of the objective of the goal. For example, "3.2.V' 
refers to Goal No. 3, Objective No. 2 of Goal 3, and Strategy No. 4 of the 
objective. Each goal and its objectives and strategies may be 'listed on a 
separate page or pages. 



On eff^?r-page: 

write the school division name; ^ 
title it -as "Five-Year Plan for Program Improvement in 
Vocational Education Updated 1975-76;" 
write the goal number and the goal statement; and 
under the goal statement draw a table of four columns as 
shown in the format. 

< 

Col. A Local Objectives In Measurable Terms as ^ 

y 

Write objectives that have'^een developed in your school division 
in light of the goal statement. Number each objective following the 
numbering system. 

Col. B, Col. and Col. D Strategies to Meet Local Objectives - Five 

Year Action Plan 

Strategies to accomplish a given objective can be spread over the 
span of five fiscal years (1975-1980). If a strategy is to be implemented 
during 1975-76, it will be listed under Column B (1975-76). If a strategy 
is to be implemented during 1976-77, it will be listed under Column C and 
so on. Number each strategy following the numbering system as deacribed 
earlier. The strategies listed under the three columns should account for 
all strategies pertaining to an Objective. 
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INSTRUCTIONS 



:,CTION 2; ACTIVITIES PROJECTION 



The annual and five year plan of Section 1 Is updated 'more specifically 
in Section 2. Forms are furnished to make specific projections^ of activities. 
The activities include projections of student enrollments, adult activities, 
equipment and facility needs, special projects and the budget. Projection 
information is given on ten schedules, n\imbered "VEMIS - Schedule 1" through 
VEMIS - Schedule 10". All schedules are completed at the division, level. (If 
the situation warrants, a division can adapt the forms to gather information 
from each school in the division.) The schedules are color coded for each 
vocational education service. 



SERVICE 


COLOR 


•FORM NO. 






VEMIS 


- SCHEDULE 


Agricultural Education 


Blue 


la, 


2a, 


3a 


Business Education 


Gold 


lb, 


2b,. 


3b 


Distributive Education 


Buff 


Ic, 


2c, 


3c 


Home Economics Education 


Yellow 


Id, 


2d, 


3d 


Industrial Arts 


Pink 


le. 


2e, 




Trade & Industrial & Health 


Green 


If, 


2f, 


3f 


(Including Fire Service 










Training Adult Programs) 








Central Office (All 


White 


4, 


5, 6, tT^, 



6c 10 



Services Combined) 



Each schedule is attached with instructions for completion of the 
Schedule. 
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INSTRUCTIONS FOR SCHEDULE N0> la-f 

Schedules No. lai through If /are used to supply information on 
vocational education course offerings for regular students. Separate 
forms are provided for -tiie six vWat^nal ^education services. The 
forms are color-*coded. ^Information on the following items will aid 
completion of the forms. 

. a. 1974-75 Five Year Plan Update 

b. 1974-75 copies of la-lf 

c. 1974-75 Enrollment data 

d. . Manpower need projections 

e. Student int;er.^fi*-survey 

f . Recent evaluation or assessment report of vocational 
education prbgrams. 

Completion of Schedules No. la-lf : ' 

Col. A - Preprinted course titles with duration of course and 
. ' indication of "coop." or "non-coop.** 

Col. B - Preprinted course codes « 

Col. C - Continuation. Expanded or New Programs, Number of Schools 

C - Continuation . Indicate the number of schools where 
the course is being offered this year and will continue 
to be offered next year. 

E - Expansion . Where a course is being offered this 
year in at least one school in your division, indicate 
the number of additional schools where the course will 
be offered next year. 

N - New Course . If the course is not offered this year 
in any school in your division, but will be offered the 
first time next year, indicate the number of schools 
which will offer the new course. For each new course 
offering, approval must be obtained by sending in two 
copies of Schedule 9, "Proposal for New Vocationdil 
^ Education Program," to the State Supervisor of the 

appropriate vocational education program field. 

Col. D - Number Enrolled. 
» , Indicate the number of students who will enroll in the 

course. Estimate carefully the number of students who 
, will enroll in the bourse, keeping in mind the maximum 
^ number of students in each class and number of student 

work stations. 'Base "your estimation on current enrol^ 

mc -Ay- 2G7 ' ■ ' . 
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meats, assessed student needs, demand for the course, 
availability of services, and students* projected 
plans available in the guidance office. 

Col. E - Number of Periods Per Class Per Day . 

A period is defined as having a minimum of 50 minutes 
of instruction including reasonable time to change 
classes. If the period in your school is less than 
50 minutes, the following method can be used to compute 
the, number of periods: 



Number of periods » Total consecutive minutes of 
instruction per day t 50. For example, if a 
class meets three consecutive periods a day, and 
each period for 40 minutes, the number of periods 
is computed as follows: 

Number of periods = 3x40't50 = 2.4 

The number of class periods for " coop"^ students is 
based on the number of periods released from school 
for on-job training in addition to periods in a 
related training class in school. The maximum 
number of periods allowed is 4. * 

Col. F ' Student j^eriods . 

'Multiply the figure in Column D by the figure in Column E. 
(Student Periods = Figure in Column U x Figure in Column E) 

Col> G " Full-Time Equivalent Students . 

Divide the figure in Column £ by 5. 
(FTE = Figure in Column F f 5) 

Col. H - Additional Costs per FTE. Prfefi^;jLnt»d . 

Col. I - Additional Funds to School Division . 

Multiply the figure in Colum G by the figure in Column H. 
(Additional Funds = Figure in Column G x Figure in Coumun H) 

Col. J - Projected enrollment 1976-77 . 

Based upon current enrollments, estimate the number, of 
students to be enrolled in the course during 1976-77.. 
Estimation is made using information on employment 
opportunities, student demand, and available personnel 
and facilities. 

Col. K - Projected enrollment 1979-8a . 

Estimate by courses the number of students to be served 
during the FY1979-80. Consider whether or not the enroliftent 
is expected to grow, remain the same, or decrease; whether or 
not resources will be available for growth; and trends in 
student and manpower demand* 

Subtotal^: Subtotal is calculated for a Rroup of courses . 

Subtotals are calculated for Col. C, Col. D, Col. F, 
Col* G, Col* I, Col. J and Col. K."" ^ 

Total : Add all the Subtotals. 2^^^ 
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INSTRUCTIONS FOR SCHEDULE NO. 2A-2F 

These schedules are. used to indicate funds needed to buy equipment with 
anticipated^ reimbursement from State/Federal sources. When r^ady to purchase 
equipment, an ^application, as made in the past, should be sent to the proper 
program field supervisor. The following information is necessary to complete 
the schedule: 

1. The list of approved vocational education programs which 
is included in this document, and 

2. The reimbursement rate for your school division. 

The following information would be useful in completing the schedule: 

1. Evaluation or assessment report. 

2. Prices by the suppliers of equipment. 



Col. A - Name of Program. 

From the attached list of approved vocational education 
programs, select , and write the names of programs (not 
courses) that- will be offered by your Division for which 
equipment purchases are planned for 1975-76, 1976-77, or 
1979-80. Use appropriate form (color coded) for each 
program field. 

Col. B - Estimated Amount of Equipment Needs . Reimbursement at 
7., 1975-76 

Kind the rate of reimbursement for your school division 
from the list of reimbursement rates. Fill in the blank 
with the rate. 

Total: Estimate the total amount needed to buy equipment 
for each program during 1975-76. 

Reimbursement : Multiply the total amount by your present 
reimbursement percentage rate. 

Total Amount x Reimbursement Rate = Reimbursement 

) 

(This is the amount your school division is eligible to 
receive from vocational education funds if funds are 
approvable and available. It is possible that for any 
one school division the reimbursement rate. may change from 
'one year to another dependent upon the Control Factors for 
figuring reimbursement rates.) 

Col. C - Estimated Amount Equipment Needy . Reimbursement at 7 . 
1976.-77 

Follow the- instruction given for Column 6. Estimate *th€5 
amount for L976-77. 

Col. D - Estimated Amount Equipment Needs . Reimbursement at % 

1979-80 « . .J 

Follow the instrvctions given for Column B. Estimate the 

amount for 1979-80. 



VtNlS ^ SCHEUUU NU. 2 A 



SCHOOL DIVISION 



Division of Vocational Education 
State Department of Education 
Richmond, Va, 23216 



ESTIMATED AMOUl^T FOR AGRICULTURE EQUIPMENT 
FOR 1975-76 WITH 5 YEAR PROJECTIONS 



NAME OF PROGRAM 



TOTALS 



B 

ESTIMATED AMOUNT. 
EQUIPMENT NEEDS 
REIMBURSEMENT AT 
1975-76 



TOTAL 



REIMBURSE. 



ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBUjlSEMENT AT 
•1976-77 



TOTAL 



a 



REIMBURSE. 



D 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT 
1979-80 



TOTAL 



REIMBURSE. 



ERLC 
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' VKMiS^fiSCHEDULE NO. "28 r 




iivisio N ' ••'Q wr«^ 



SCHOOL DIVISION 




sDivlslon of Vocational Education • jr^Si'^ , ... . '\V Y-'Wt*?:^?^ 
\, State Department of Education., '''i-V/i-l* - . '/ •^''i 



BUSINESS EQUIPMENT.^ , . ^; , 



wriH 3 /YEAR PROJECTIONS/^^ - ,, ,?;#^'5ir?^®*i 



A .''• 



NAME OF PROGRAM 



' B . • 

ESTIMATED AMOUNT *! = 
EQUIPMENT NEEDS \i 

REIMBURSEMENT AT 7. 

1975-76 




...^ESTIMATED AMOUNT .h;- 
fV." EQUIPMENT NEEDS 

REIMBURSEMENT AT % 

1976-77 



ESTIMATED i'AMOUNXl 
',' 'EQUIPMENT*NEEDSf 

' reimbursehentIat^?^ 

1979-80 



VEMIS - SCHEDULE NO. 2C 33 



SCHOOL DIVISION 



Division of Vocational Education 
State Departmemt of Education 
Richmond, Va. 23216 

ESTIMATED AMOUNT FOR DISTRIBUTIVE EQUIPMENT 
FOR 1975-76 WITH 5 YEAR PROJECTIONS 



NAME OF PROGRAM 



. B 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT 
1975-76 



7. 



TOTAL 



REIMBURSE.. 



ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT 
1976-77 



TOTAL 



REIMBURSE. 



ESTIMATED AMOUNT 
EQUIPMENT NEEDS 

REIMBURSEMENT AT 7,j 

1979-80 



TOTAL 



REIMBURSfT 



TOTALS 



VBM13 - SCHEDULE NO. 2D 



34 



SCHOOL DIVISION 



Division of Vocational Education 
State Department of Education 
^ Richmond, Va. 23216 



ESTIMATED AMOUNT FOR HOME EC, EQUIPMENT 
. FOR 197-5-76 WITH 5 YEAR PJflOJECTIONS 



A 

«■ 

4 

NAME OF PROGRAM 


B 

1 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT % 
1975-76 


C 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT % 
1976-77 


D 

« 

ESTIMATED AMOUNT " 
EQUIPMENT NEEDS 

. REIMBURSEMENT AT 

1979-80 


TOTAL 


REIMBURSE. 


TOTAL 


REIMBURSE. 


TOTAL 


REIMBURSE 




^ 


^ 


^ r 


-$ 





.§ ; 


♦ * 

• 

../ 

ft * 


* 




• 


\ 

If*- 




.1 


4 

TGiTALS 












$ . 
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I 

• VEMfg - SCHEDULE NO. 2E 

* 




i 


- 






35 ; 








SCHOOL OIVISION 






* 

r 


Division of Vocational Education 
State Department of Education 
Richmond, Va. 23216 






o 

V 


ESTIMATED AMOUNT FOR IND. ARTS EQUIPMENT 
FOR 1975-76 WITH 5 YEAR PROJECTIONS 






A ! 


B 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT % 
1975-76 


c • 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT 7. 
1976-77 


- D 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 

•REIMBURSEMENT AT : 

1979-80 


NAKE OF PROGRAM 


TOTAL 


reimburse: 


TOTAL 


REIMBURSE. 


TOTAL 


REIMBURSE.' 


- — — — vy"^ — 


_ 


^ i — 


i : 


i 


$ 


$ ' ■ 






♦ 

• 






■ 




TOTALS 






$ 


$ 


$ 


$ 


-ERJ.C 
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VfiMlS - SCHEDULli' NO. 2F 



SCHOOL DIVISION 



. 36 



Division of Vocational Education 
State Department of Education 
Richmond, Va. 23216 



ESTIMATED AMOUNT FOR 



T & I 



EQUIPMENT 



KOR 1975-76 WITH 5 YEAR PROJECTIONS 



NAME OF PROGRAM 



B 

ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
•REIMBURSEMENT AT 
1975-76 



TOTAL 



REIMBURSE, 



KSTTMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT 
1976-77 



TOTAL 



REIMBURSE. 



ESTIMATED AMOUNT 
EQUIPMENT NEEDS 
REIMBURSEMENT AT^ 
1979-80 



TOTAL 



REIMBURSE. 



TOTALS 



ERIC 



INSTRUCTIONS FOR SCHEDULE NO. 3(l)a - 3(l)f 



^ Schedule 3(1) is used for indicating funds needed for reimbursement of 
adult education programs. Schedule 3(2) is used for adult supplements. The 
following information would be helpful in completing the schedules.^ 

a. List of current adult classes .^"^'^^ 

b. Evaluation or assessment rep^w^t'^of^'adult programs. 

NOTE: Schedule 3(l)e ispd^^STng since Industrial Arts Adult Classes are 
not eligible^^^fcrfreimbursement with Vocational funds. 

Schedule 3(l)a - 3(l)f Part-time Adult Program Estimated Enrollment 
and Cost 

Col. A - Type of Program. 

Three types of programs: Regular, Disadvantaged, and 
Handicapped. Under each type, list the general areas* 
that are planned to be offered d^uring 1975-76. 

Col. B - P, S, or A .y 

Write P for Preparatory, S for Supplementary, or A for 
Apprenticeship. 

Col.. C - Estimated Enrollment . 

Estimate the total nunjber of students of the type in 
Col. A, who would take the adult program. 

Cbl. D - Number of Classes . 

*Group classes according to the length of class in clock 
hours. Give the total number of classes. 

Col. E - Hours Per Class . 

Duration of a class in clock hours. 

Col. F - Total V^lass Hours . 

Multiply figures in Column D by Column E. 

Col. G - Average Instructional Cost Per Hour . 

Calculate per hour average wage paid to the instructors 
of the course. 

Col. H - Total Cost. 



Multiply the figure in the Column F by the figure in 
Column 

Col. I - Use the reimbursement rate for your school division from 
the list of reimbursement rates. $chool divisions having 
apprentice centers and/or fire service training will be 
reimbursed at 1007. of the instructional costs. 

Col> J - Total Reimbursement. 

Multiply the figure in Column F by the figure in Column 1. 

Col. K • Enrollment Projection . 

Project enrollments in adult education programs for 1976-77 
and 197^-80. 300 
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SCHEDULE 3(2)a - 3(2) f - ADULT SUPPLEMENT 



Adult Suppl/ement - A supplement to the basic salary of a teacher 
in the^a«x=Jtt«irtK>l program who during after school hours and on a regular 
basis initiates and organizes adult classes, provides instructional 
material, secures and aids the adult instructor, and supervises adult 
enrollees* on-the-job activities. Such teachers may be employed for 
60, 120, or 180 hours of adult activity, depending upon the needs of the 
program. There can be no deviation from the time units of 60, 120, or 
180 hours. The total supplement must be added to the teacher's basic 
salary. 

Col. A - Hours . '^'^ 

Adult supplement hours preprinted. 

Col. B - Number of Teachers . 

Fill in the number of teachers on adult supplement. 



Col. C -j Wage Per Hour (Per Teacher.) 

Indicate the wage rate per hour per teacher. 

Col. D - Total Cost . 

Multiply figures in Column A, Column B, and Column C. 



Col. E - Reimbursement Requested . 

^i^ufe reimbursement for the adult supplement at the 
reinjbursement rate for your school division from the 
list of reimbursement rates multiplied by the hourly 
rate up to a maximum of $8. (The hourly rate is 2/3 
of the hourly wage for adult instructors up to a maxi- 
mum of $12. The adult instructor is {>€utd at the higher 
rate to cover actual class hours and out-i^f-class preparation.) 

Rate of Reimbursement x Hourly Wage "/Reimbursement 



NOTE: Schedule 3(2)e is missing since Adult Supplements do not 
apply to Industrial Arts instructors. 
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4 

VEMIS - SCHEDULE NO. 3 (2) a' 



SCHOOL DIVISION 



Division of Vocational Education 
State Department of Education 
Richmond, Va. 23216 



ADULT SUPPLEMENTS (TEACHERS) 
.A(;RiCULTURAL EDUCATION 



Hours 
A 


Number of Teachers 
B 


Wage Per 
Hour 
C 


Total Cost 
D 

AxBxC 


Reimbursement Requested 
% up to $8 an hour 
E 


60 










120 










180 










TOTAL 




^^=7 



ERIC , 
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VEMISj*' SCHEDULE NO.. 3(2)b 




SCHOOL DIVISION 




Division of Vocational Education 
State Department of Education 
Richmond,- Va.- -23216 - 



: ADULT SUPPLEMENTS (TEACHERS) ; 
* BUSINESS EDUCATION 




i 



Number of Teachers 

B ' 



Wage Per 
Hour 
C 



Total Cost 
D 

AxBxC 



Reimbursement Requested.". 
.7. up to $8 an hourKy"^^ 



«120 ,V 



1 r^T^, ' J •< 



i 



TOTAL "'^ 




^^'sfi^ 'ii''-- 





ERiC 




VEMIS ♦ SCHEDULE NO. 3(2)c 
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SCHOOL DIVISION 



Division of Vocational Education 
State Department of -Education 
Richmond, Va. 23216 



ADULT SUPPLEMENTS (TEACHERS) 
DISTRIBUTIVE EDUCATION 



Hours 
A 


Number of Teachers 
B 


Wage Per 
Hour 
C 


Total Cost 
D 

AxBxC 


Reimburserjvent Requested 
. 7« up to $8 an hour 
£ 


60 




« 






120 










180 










TOTAL 







J 



ERIC 
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VflilS : SCHEDULE NO. 3(2)d 
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SCHOOL DIVISION 



Division of Vocational Education 
State Department o£ Education 
Richmond, Va. 23216 



ADULT SUPPLEMENTS (TEACHERS) 
HOME ECONOMICS EDUCATION 



Hours 
A 


Number of Teachers 
B 


Wage Per ^ 
Hour 
C 


Total Cost 
D 

AxBxC 


RelmJ^ursement Requested 
1 ?• up to $8 an hour 
( E 


60 










120 


t 








180 










' ^ TOTAL 







ERIC 
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SCTIOOL DIVISION 



Division of Vocational Education- 
State Department of Education 
Richmond, Va. 23216 



ADULT SUPPLEMENTS (TEACHERS) 
TRADE AND INDUSTRIAL EDUCATION 



Hours 
A 



60 



120 



180 



Nurabfer of Teachers 

B 



Wage Per 
Hour 
C 



TOTAL 



Total Cost 
D 

AxBxC 



Reimbursement Requested 

*l* up to $8 an hour 

E 
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INSTRUCTIONS FOR SCHEDULE 4 



This schedule Is used for projecting the number ot personnel who 
will be employed In vocational education p^grams In ycmr school division. 

Col> A - Personnel Preprinted, 

Col. B - Number of Persons Employed . . 

Project number of persons to be employed on a 10 

month, 11 month, or 12 month basis. Indicate the 3lfc 

total. Project total number of teachers including 

teachers of regular programs and teachers of special 

projects. 

■*» ' 

Col > C - Projected Number to be Employed . 

Estimate personnel needs of each category In Column A 
two years from now and five years from now. 

Total each column. 
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VEMIS - SCHEDULE NO. 4 ' SafOOL DIVISION 



Division of Vocational Education 
State Department of Education, 
^•Richmond, Va. 23216 

SECONDARY 
VOCATIONAL EDUCATION PERSONNEL 



A 

Personnel 


No. \ 

'Employee 


'arsons 
1975-76 




Projected No. 
To Be Employed 


1 0 
Mos 


1 1 

N! on 


12 
Mos . 


Total 


1 Q7fi- 77 


1 Q7Q- ftn 


1. Director, Vocational Education 

2. Program Field Supervisors 
















# 






















i 


1 Distribution 














A A(3(3{Qt*Anf* pT•^np^n^*^ Vrtrflf*fnnfll 

~* /ftOO^LOCCIllU £^L.LllC.LUclI.| vLICCl^l.^Jllc3L 

5. Teachers 

Agriculture 
Business 
Distribution 
Home Economics 
*IndustrlaI Arts 
Trade & Industrial 
Health 

6. "Other Personnel (List) 




























































































































xxxxx 


XXXXX 












f 






t 




















\ 


- J 


















■ X . 














Total Personnel 

i 

9 


















J 





















♦Reimbursement is not available for extended contracts for\ Industrial Arts 
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INSTRUCTIONS FOR SCHEDULE NO. 5 



* 



Submit 3 copies of each application. Apply for each program or project 
on a separate application. 

Check the vocational program field for which training is given. 
(Check only one) 

Fill in name of school division. 



Check type of program or project as defined below: 



Disadvantaged ; 



Handicapped : 



Exemplary: 



A vocational program or project especially designed for 
disadvantaged students. Disadvantaged students are de- 
fined as those y^nofr^ause of their disadvantagement, 
aoademic, economic, sot^al, or cultural, cannot succeed 
in a regular vpcational\rogram and become employable.. 
(Mentally or eaotionally'Tiandicapped students are not , 
included in this group.) *'Part and "102. b" refer to 
the sources of \funds. Be sure to indicate accurately 
source of funding from your current approval, 

A voca.tional M^gram or project especially designed for 
students witir physical , mental, or emotional handicaps 
who because of their handicapping condition cannot become 
employable through regular vocational programs. 

Especially designed vocational program or projects which 
apply research findings to curriculum problems resulting 
in programs which can serve as models for other teachers, 
school&^Aud divisions. 



Cooperative, Pa(rt «G:/ Cooperative education programs designed for the 
^^milfet needs for cooperative education for students who 
want training in occupations not covered in the present 
school program, for the gifted, or for the disadvantaged.*. 
Cooperative education programs especially designed for 
disadvantaged students who because of their disadvantage- 
ment are difficult to place in on-the-job training programs. 
, To enable placemant, employers who understand the'program, 

and who are willing to cooperate with the school in ^rainfng 
^ ' these students^are identified before the program-Is ftinded. 

• . "Pairt,, refers to source of fundin;g. '*Part G** does not 
refer to regular COE, ICT; D.E,> etc. cooperative programs. 

(Ptograras for tht^Mi^^dvantaged are funded through Part B and Section 102(B) 
of the Vocational Education Act. 102(b) programs, and Cooperative, Part G, 
programs are target.ed td^dj^isions with a dropout rate above the State drop- 
out rate -^r the prevjL<>iis year.) 

Wtite the t'ltle ot iBhe .proiect with the course titles and codes used to 
^report rffeu<IeTitsj^.enVoll^d.. 

Write in ^\iisc&i .ye^/ar'^ and "amaunt of aid requested" taken froqn total of 
^^pjxmi :& Vasl^e, -schedule TTo . 3 . 



7. Tli«* nripl {carton mti<;f be *=i\^nf*t\ by the l)lv(qlon Superintendent or an 
offlcl)»l ;^pprc>ve(i by tbp Afislst^nt State Superintendent for Finance, 

8* Fill iln date of Application. 

/ 

Page* 35 Schedule 5 

Item I Fill in Information about pupervisor as Indicated. 



Item II Col. A - Give the cour^^e code assigned to the special cla^^s. 



Col, 


B 


- Give t;he number to be enrolled in each class. 


Col. 


C 


- Give the number of classes In each course code. 


Col. 


D 


• Give the number of periods per class. 


Projected enrollment • E<5timate the Enrollment projected for . 
l97()-77 and 1979-60 for each course code. 


Item III Col. 


1 


- Space is provided for Information on as many as 12 Instructors^ 
add a 5;econd page if there are tnore than 12 Instructors in 
the project. 


Col. 


2 


- Give the percentage of time involved in the project for 
each Instructor. 


Col. 


3 


- Check proper column for length of employment period. 


Col. 


4 


- Project the annual salary for each Instructor for 1975r76. 


Col. 


5 


- Using the reimbursement basis at the bottom of Page 35. 
complete Coltimn 5 for o-n h Instructor; then tot-il the 
column. 


Col. 


6' 


- Total travel approved If trav^»l is part of project. 



(For, the purpose of this project report travel only for 
the purpose of coordinating training of students In 
cooperative on-the-job programs.) 



Page 56 Schedule 5 ' f ^ 

Item IV Estimated expenditures. 

,1, Salaries - Column A & B carry forward from Item III, Page 55.^ 

Column C - Multiply Column B by the rate of reimburse- 
ment for your school division from the list 
of reimbursement rates. # 
Column D - Self Explanatory 

2. Travel - Column A - Carry forward from Item III, Page 55. 
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53 



3a« Instructional Materials 

Column A - Use totarcost figure. (Conqjlete itemized list is 

to be furnished later on equi'pment application fori, 
for approval by the Supervisor in charge of the pi^- 
gram field.) ^ ' • ^ 

Column C • Use rate of reimbursement for your school division 
« from list o*f reimbursement rates. 



3b. Equipment 

Column A « * ^ 
^^olumn C instructions in 3a above. 



Page 57 Schedule 5 
Self Explanatory. 
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' VmiS • SCHEDULE NO. 5 
Submit 3 Copies 
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Division of Vocational Education 
State Department o/ Education 
Richmond, Ya.. 23216 ^ * 



APPLICATION FOR CONTINUATION OF SPECIAL VOCATIONAL EDUCATION PROGRAMS AND PROJECTS 

(Check One) .\ 



_Agriculture 
_Bus iness 
^Distribution 
_Home Ec. 

_Consumer Homemaklng' 



^Industrial Arts 
_Trade h Industrial 
Combination 



List 



The 



4 



approval 



(Name-qf College,' County or City School Dlyislbn) 
this program or project: . 




Disadvantaged - 102 •b 
Disadvantaged, Part B 
Handicapped 

, Exemplary 

Cooperative, Part G 



and financial assistance as described in 'this application. 



; Title of Project: 



hereby requests 



Amount of aid requested for fiscal/year ending June J3Q.,* 19_^ 



^ Signed^ 



^ Title 



Superintendent, or 'Designated Official 



Date 



4- 



« « 4 



DO" m\ WRITE BELOW THS6E LINES 



The application is approved' for relmbu^'seraent not to exceed 

for fiscal year ending June 30, 19 . 

•Date " Signed' 



ERIC 
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VZmS - SCHEDULE NO. 5 



I. This project will be under the supervision of: 

Name 

Title , - 

Address 

-Phone 



II. Number of students to be served by this program: 



Course 
Code 
A 


Number 
Enrolled 
B 


Number of 
Classes 
C 


Nq» Periods 

Per Class 
> • 

D 


Projected Enrollment'' 


1976-77 


1979-80 






























































XXX 




xxxx 


. XXXXX 






of Proposed Salaries 



Teacher 
No. 



2 

7. Time ' 

This 

Program 



To Be Employed For 



10 Mos. 



11 Mos. 



(Check) 



12 Mos. 



Total' Annual 
Salary 



Amount of Annual 
Salary Applicable 
To Reimbursement* 



Travel* 



10 



11 



12 



rOJALS 



xxxxxxx 



xxxxxxxx 



xxxxxxxx 



xxxxxxxxx 



*Reimbursement Based on Salary up to State Maximums for 1975-76 as Follows: 

.10 Mos. - $10,528; 11 Mos. - $11,581; 12 Mos. - $12,634 
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tVEMIS' - SCHEDULE NO. 5 



IV. Est'mated Expenditure for 1975-76 





Total Cost 

A ' 


Total 
Appl icable to 
Reimbursement 
B 


Amount of 
Reimbursement 
at 7. of 
Col. B 

C 


.Fixed Charges 
at 107. Rate ^ 
of CoU C 
D 


• * 1. Salaries 

^Totals Forwarded 
♦ from Item III 










1\ Travel 




XXXXXXXXXXXXXX 




XXXXXXXXXXXXXXX 


0 

SUBTOTAL xQ^2) 








XXXXXXXXXXXXXXX 




) r- , 

^ Total Cost 


Total 
Appl icable to 
Reimbursement 


Amount of 
Reimbursement 
at 7. of 
CoU A 


XXXXXXXXXXXXXXX 


*3a. Instructional V 
Materials 


) ■ 


XXXXXXXXXXXX 




XXXXXXXXXXXXXXX 


EnuipTTient* 




xxxxxxxxxxxx 




XXXXXXXXXXXXXXX 


'.SUBTOTAL (3a+b^ 




XXXXXXXXXXXX 




XXXXXXXXXXXXXXX 


TOTAL 











^'ReimJ)ursement depends upon availability of funds 



VEMIS - SCHEDULE NO. 5 
(Continuing Projects Only) 

^Addendum : 

Describe and justify major revisions in the project from the previous year. 



Assurances: 



Restate assurances regarding participation of students in non-profit private school and 
non-commingl ing of Federal funds with State and local sources. 
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Instructions for Schedule No, 6 

Page 1 

Follow instructions given for Page 1, Schedule No. 5. 

Page 2 

Follow instructions given for Page 2, Schedule No.* 5. 

Page 3 

Follow instructions given for Page 3, Schedule No. 5. 

Page 4 

This is an outline* to follow in writing a proposal for a new project. 

Page 5 

Assurances as stated must be included with the proposal. 
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VEMIS SCHEDULE NO. 6 
Submit 3 Copies 



Division of Vocational Education 
State Department of Education 
Richmond, Va. 23216 



APPLICATION FOR NEW SPECIAL VOCATIONAL EDUCATION PROGRAMS AND PROJECTS 

(Check One) 



_Agriculture Industrial Arts 

_Business Trade & Industrial 

^Distribution Combination 



Home Ec. List 

Consumer Homemaking 

(Disadvantaged) 

/ « • ' . • I 

The » hereby requests 

(Name of College, County or City School Division) 

• » 

approval of this program or project: 



Disadvantaged - 102. b 

Disadvantaged, Part B ^ 

Hand i capped 

J Exemplary 

Cooperative, Part G 

and financial assistance as^ described in this application. 
Title of Project: ^ . 



Amount of aid requested for fiscal year ending Jun'e 30, 19 
Signed ' Title ' 



Superintendent or Designated Official 

Date . . 



The applicatioir*as approved for reimbursement not to exceed $_ 
for fiscal year ending June 30, 19 . 



Date Signed 



VEmS - SCHEDULE NO. 6 

I. This project will be under the supervision of; 

Title : 

Address 

Phone 



II. Number of students to be j^erved by this program: 



Course 
Code 
A 


Number 
Enrolled 


Number of 
Classes 
C . 


No. Periods 
Per Class 
D 


Projected Enrollment 


1975-76 


1979-80 






























































XXX 




:ocxx 


xxxxx 







< 

III. Schedule of Proposed Salaries 



60. 



1 

Teacher 
No. 


2 „ . 
% Time 
This . 

Prof^i'am 


3 

To Be Employed' For : (Check) 


4 

Total Annual 
Salary 


5 

Amount of Annual 
Salary Applicable 
To Reimbursement'^^ 


6 

Travel 


10 Mos. 


11 >\os. 


12 Mos. 


1 
















. 2 
















3 
















4 
















. 5 
















6 
















7 
















, 8 
















9 
















10 




r 












11 
















12 
















TOTALS 


XXXXXXX 


xxxxxxxx 


xx>:x:o(xx 


xxxxxxxxx 









*Re*iit>bursemcnt Based on Salary up to Scate Maximums for 1975-70 as Follows: 

10 Mos. - $10,528; 11 Mos. - $11,581; ' 12 Mos. - $12,634 
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Vit^Hlo ' »?uiLUuLL NO. 6 



IV, . Est'tnated Expenditure for 1 975-76 



1 ♦ Salaries * 

Totals Forwarded 
from Item III 



2, Travel 
SUBTOTAL (1+2) 



"3a, Ins true t i onal 
Materials 

* b ♦ Enu \ prren t 
'subtotal (3a-fb) 
TOTAL 



A 


Total 
Appl Icable to 

B 


Amount of 

R p 1 Tnh 1 IT* <5 pm p n t* 

at % of 

c . 


Fixed Charges 
at 107. Rate 
of Col C 
D 


— ^, 










XXXXXXXXXXXXX 




xxxxxxxxxxxxxx 








xxxxxxxxxxxxxx 


local uosl 


i oca I 
Applicable to 
Re itnburs etnen t 


Am oi in f* or 

Reimbursement 
Col , A 


xxxxxxxxxxxxxx 




xxxxxxxxxxxx 


J 


xxxxxxxxxxxxxxx 




xxxxxxxxxxxx 




xxxxxxxxxxxxxxx 




xxxxxxxxxxxx 




^xxxxxxxxxxxxxxx 











•'•■Rpimburscmenc depends upon availability of funds 
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WiIS - SCHEDULE NO. 6 • g2 



PROGRAM OR PROJECT PROPOSAL 

Describe the proposed program or project narrative form following 
the outline below: 

I. Title of Project 

II. Statement of the Problem 

III. Related Research or Background Information 

IV. Brief Description of Project 

V. Objectives 

VI. Procedures (Describe in detail) 

VII,. Chronological Time Schedule 

VIII. Qualifications of Professional Personnel that will 
be Involved 

IX. Plan for Evaluation of Procedures Used and of Proj,ect 

X. Plan for Dissemination of the Results of This Project 

XI. Explanation of How the School Division Plans to Carry 
On the Project After its Initial Funding 

XII* As'surances^ Related to Participation of Students in 

. Non-profit Private Schools and Non-commingling of Funds 



(See Reverse Side) 
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Assurance 



Participating of Students in Nonprofit Private Schools * Each * 
application for a special program of vocational education 
shall include assurance that, to extent consistent with the 
number of students enrolled in nonprofit private schools in 
the area to be served whose educational needs are of the type 
which the program or project is designed to meet, provision 
will be made for the participation of such students. 

Such assurance shall include: 

(a) a description of the manner in which determination 'was 
made of the need for participation of^students in non- 
profit private schools; ^ 

(b) a description of arrangements for their participation 
and copies of agreements between the local educational 
agency and the nonprofit private school; 

(c) a description, of measures to be taken to assure that such 
participation will be geniune and meaningful; 

(d) provisions for assuring proper supervision and evaluation 
of such participation; . * 

(e) provisions that service for students in nonprofit private 
schools will be under public control and direction; 

^f) provisions that no expenditure of federal funds will be 
used for private school construction, equipment, (except 
mobile or portable), or for salaries of personnel for # 
regular duties; 

(g) provisions that forming classes that are separated by * 
school enrollments or religious affiliation will be 
avoided. ' ^ 



Assurance 



Non- Commingling of .Funds . In accordance with established 
auditing procedures each school division receiving funds for 
a special program of vocational education shall assure that 
accounting methods will be used which will assure that each 
expenditure of federal funds made available can be separately 
identified as such and will ndt be commingled with state or 
local funds. 
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INSTRUCTIONS FOR SCHEDULE 7 



This schedule is used for construction of new facilities. Do not 
use this form for facilities already under construction,. 

^ Col. A - Type of Facility-PreprjLnted . 

^^1(0' ^If the, facility will be shared by more than one school 

division, ijames of .the school division^ sharing the 
^^€Kiility should be 'listed. 

Col> B ^ Student Capacity . 

Estimate the number of students who would use the 
facility aft^r its completion. Estimation is based 
• ' 6n the space requirements for laboratories, equip- 

ment', and program s'tandards. ^ 

- Col. C - Starting Date . 

Indicate the month and year of starting the con- 
struction if funds become available. 

Col . D - Completion Qate . " 
' - ' Write in the month and year of the proposed completion 

date. 

Col. E - Estimated Cost of Construction . 

Estimate the cost for constructing the building. Do 
not include equipment cost. 

NOTE: At the bottom^of the -Schedule 7(1) indicate if application 
for vocational funds will or will not be made. > 



Use of Facility 

Col.* 1 - Vocational Education Service-Preprinted . 
*• . . * 

Col. 2 - Programs to be Offered . 

List the programs of vocational education service that 
. , will be offered, in the new facility. 

i Col. 3 - Initial Equipment Cost . 

Estimate amount of money that' will be used for buying 
equipment to furnish the laboratories. 
^4 ^ * 
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VEMIS - SCHEDULE NO. 7 
Page 1 . 
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SCHOOL DIVISION 



PROJECTED COxNSTLUCTION OF VOCAliONAL 
EDUCATION FACILITIES 

The above mentioned school division plans to construct a new vocational 
education facility within the next fiscal year. The description, 'cost, con- 
struction starting and completion datedfare given below: 



A 

Type of Facility 


L 

> tudenc 


Starting DatV 


D 

^ Coinpt^tion Date 


E 

Estimated 
Cost of BldK. 


htonth 1 \ Year^ 


Month 


X Year 


1. Addition to existing 
facility 




— ■ 


y ■ 




\ 




2. Dept. of new school 














3. ★Voc. Ed. Center 















* List the name or the divisions sharing^ the facility 

1. 

2. \ — 

I 

3. ^ : 



Circle one: 



Application will/will not be made for assistance from Voc. Ed. funds. 



USE OF THE FACILITY 



1 

Voc. Ed. 

S;?rvice 


2 

List Programs To Be 
Offered 


3 

^Initial Equipment 
Cost 


Ag. Education 






Bus. Education 






Distributive Education 






Home Economics 






Industrial Arts 




% 


Trade & Industrial 
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INSTRUCTIONS TOR SCHEDULE 8 



Schedule 8 is the budget summary for the 1975-76 year. It contains 
two parts, Part I - Anticipated Revenues, and Part II - Anticipated Expen- 
ditures. It is suggested that the second part should be completed first. 



Completing Part II 
Anticipated Expenditures 

Item 1 • Salaries . 

Col, A ; Different types of personnel are listed. Referring 
to the information given on Schedule 4, estimate the total 
salaries for each type of personnel. 

Item Id - Teachers of Vocatnyirtk}. Courses. 

Exclude teachers of sp^ial projects or portions of teachers* 
salaries reimbursed through special projects.^ ^ 



Co 



1. B: ToWr the salaries Items la through Item le. 



Item 2 • Instructional Materials* 

Based on experience and last^year's expenditure, estimate 
the amount n^ded for instru/s^tional materials (including con- 
sumable supplies) for the five vocational service areas. 
Total in Column B* 

Item 3 - Travel . 

Estimate the amount needed for travel by teacher coordinators 
and other personnel. Write in the total in Column B. DO NOT 
include travel in Schedules 5 and 6. 

Item 4 - Maintenance of Equipment. 

♦Indicate the amount needed to keep equipment in good working 
order. 

Ltem 5 - Extended Contracts, ' 

Referring to Item 5 of Schedule 4, estimate the amount needed 
,to pay for 11th and 12th month salaries for teachers. DO NOT 
include application for extended contracts on Schedules 5 and 6 
for full time personnel. Part-time personnel should be included. 

Item 6 - Special Programs and Projects. 

Use the information given on Schedule 5 and Schedule 6 to 
w estimate the amount. Total the amount in Column B. 

Item 7 - Adult Vocational Education. . 

Schedule 3(1) and Schedule 3(2) contain inform^ation that can 
be used estimating the amount needed for the Adult Education 
activities. Total the amounts in Column B. 

« 

Item; 8 - Equipment. 

. i Using the information given on Schedule 2, (Column B , Total) 

estimate the amount needed to purchase equipment. 

EglC '334' 
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Item 9 - Cons true Li on. . 

Write- in the constructicn cost for 1^73- 76 on ^/tujc^^ 
already approved by the Division of Vocational Education. 

Item 10 - Optional. Other (List). 

Include items (non- reimbursed) which reflect local cost for 
vocational education such as operational costs of centers. 

Total the amount of the ten items. This total will be used in 
calculating local funds in Part I . 

I ^ Completing Part I 

Ant icip ated Revenues 

/ jjten 1 - Additional Cost for Vocational Education. 
J Use the total figures given under. Column I of Schedules la 

through If to complete this item. Total in Column 

* ^ ' Item 2 - Reimbursement on Salaries for Supervisory Personnel (Approved 
Local Directors, Program Field Supervisors and Principals of 
Vocational Education Centers.) 

To calculate revenues from Vocational Education funds towards 
salaries, multiply your 1975-76 reimbursement rate by the 
salary up to the following maximums: 10 months, $10,528; 

II months, $11,581; 12 months, $12,634. 

Item 3 - Categorical Funds . 

a. Adult. Use the figure under Column J of Schedule 3(1) 
and Column E of Schedule 3(2). 

b. Travel. Using last year's revenue from Vocational 
Education funds, estimate this year's revenue. DO NOT 
Include travel revenue on Schedules 5 and 6. 

c. Extended Contracts. Estimate the Income for personnel on 
^ Sched . 4 excluding amounts claimed on Schedules 5 and 6. 

Figure as follows: For the 11th month - your reimburse- 
ment rate multiplied by the monthly salary up to $1,053. 
\ For the 11th and 12th months - your reimbursement rate 
multiplied by $2,105. 

d. Special Programs or Projects. Use the reimbursed figures 
on Schedule 5 and Schedule 6. 

e. Equipment. Use figure given under Column B (Reimbursed) 
of Schedule 2. 

f. Construction. Give the amount of reimbursement already 
approved by the Division of Vocational Education* 

g. Work Study. Use the information given on your current 
special application form for Work Study. If requesting 
Work'^tudy for t^e first time write for Work Study 
Application Form to Mrs. Maude Goldston, Assistant 
Supervisor, Special Projects, Division of Vocational 
Educatioh. State Department - of Education , Richmond , 
Virginia 23216. - 



Total In Column B. 
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Item 4 - Other Income. 



Estimate the revenues from tuition fees and other income in 
connection with Vocational Education Programs. 



Calculate the subtotal r 
Item 5 " Local Funds, 



The difference between the total of Part II and the subtotal 
of Part I. This amount comes fsoj^ basic school aid funds 
and additional funds, / 



/ 



33,6 ' 



VEMIS - SCHEDULE NO.] 
Page 1 of 2 ' 
Submit 2 copies 
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SCHOOL DIVISION 



ANTICIPATED REVENUES AND EXPENDITURE 
FOR VOCATIONAL EDUCATION 1975-76 



Anticipated Revenues 



Source of Funds 



B 

Amount 



Additional ^Cost for Vocational Education 
Agricultural Education (Col. I, ^la) 
Business Education (Col . I , lb) 
Distributive Education (Col. I, Ic) 
Home Economics Education (Col. I, Id) 
Industrial Arts Education (Col. I, le) 
Trade Sc Industrial Education (Col. I, If) /\ 
Total (Additional Cost) 

Local Director, Supervisor^ Principal 
onal centers • • • 



Salaries : 
of Vocat 



3. Categorical Funds 

a. Adult 

b. Travel 
Extended Contract 
Spec'al Program or Project . 
Equipment 
Construct ' on 
Work Study 

Total (Categorical Funds) 

4. Other Income (Tuition Fees, etc). 



5. Local Funds. 



SUBTOTAL 



TOTAL 



II . Anticipated Expendit in 



I terns 



Amount 



Salaries 

a. Director, Vocation^ Education 

b. Program Field Supervisors 

c. Principal and Asst. Principal 
o'f Vocational Centers 

d. Teachers of Vocational Courses 

e. Other 



Total (Salaries), 



\ 
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(See Back Page 2) 
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VEMIS - SCHEDULE NO* 8 
Page 2 of 2 

Items 

2. Instructional Materials / 

a. Agricultural Education f^^^y^ ^ 

b. Business Educati 

c. Distributive Education $ 

.d. Home Economics Education $ 

e. Industrial Arts Education $ 

f. . Trade 6* Industrial Education $ 
Total (Instructional Materials) - t 

2. Travel 

— Teach er Coordinators $ 

Other Personnel ♦ $ 

Total (Travel) ^. . 

4, Maintenance of Equipment 

^. Extended Contracts 

6. Special Programs and Projects 
(Not included in Items 1-5 above) 

a. Disadvantaged ^ 

b. Handicapped ^ 

^^c. Exemplary $ 

d. Cooperative, Part G* $ 

-e. Work Study $ . 

f. Other $ 

Total (Special Programs and Projects) 

7, Adult Vocational Education 

a. Salary $ 

b* Travel $ 

c. Supplement $ 

Total (Adult Programs) -jj^ 

8« Equipment 

9. Construction - • • * 

10* Other (List) 



TOTAL 



7C 



Amount B 



*N6t regular cooperative 
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INSTRUCTIONS FOR SCHEDULE 9 



Schedule 9 titled "Proposal for New Vocational Education Program 
Approved for Reimbursement from Vocational Funds Regular Programs" is 
completed for each new (not expanded) program listed on Schedules la - 
If. Two copies of Schedule 9 are sent to the appropriate program field 
supervisor. If it is a combination program (involving more than one 
program field), send two copies to Mr. George Swartz, Supervisor for 
Vocational Education Local and Regional Planning, State Department of 
Education, Richmond, VA 23216. 

The items are self-explanatory. 



( 



/ 



ERIC 



339 



VEMIS - SCHEDULE NO. 0 
Submit 2 copies 



Division of Vocational Education 
State Department of Education 
Richmond, Va. 23216 



PROPOSAL FOR NEW VOCATIONAL EDUCATION PROGRAM^ 
APPROVED FOR REIMBURSEMENT FROM VOCATIONAL E;UNpS 
REGULAR PR^RAMS 



Directions : 



Send to the State Supervisor Identified two copies of 'Scliedule 9 for each new 
program listed .on Schedule la-lf. The proposal should also j^e submitted with 
Schedule ^1 a~lf . - . 



To the State Supervisor of: (Check only one) 



Agriculture 
Business 
Distribution 
Home Economics 
IndtiStrlal Arts 



ide i 



Trade U Industrial 
CoiTvblnatlon Progr^jm 
List Program Fields 



The 



hereby 



(Name of School Division) 



requests afrproval of the following new program as described In the attached proposal. 

^' . Course 
Title of program-: - Codes 



SchooLs'ln which program will be offered:_ 



This ^Program will be under the local supervision of: 
Name Title 



Address 



(zip) 



Phorle 



Signed_ 
Date 



Title 



'(Program proposal data on reverse side,) 



Superintendent or Designated Official 



DO NOT 'WRITE* BELOW THIS UNE 



The proposal for a new* program is approved for purposes of reimbursement ' Indicated on the 
attached copy beginning July 1, 19 . 



Title of Program_ 
Date * 



Course 
i> Codes 



Signed 
Title 



*A new vocational program ISi, defined as .a curriculum which has not been previously offered in 

the school division. \\ 

I 1! 



ERIC 



340 



- if 



Vl^ilS SCHEDULE NO. 9 

^ 73 



PROGRAM PROPOSAL 



Describe the proposed program briefly In narrative form following the outline below* 



I, Title of Program_ 



II. Brief Statement of Student Population to be Served^ 



III. Program Objectives^ 



IV, Procedures fo^ Implementing Program (including enrollment projections ' and the chronological tlti 
schedule over .4 thr^e year period.) * 



ERLC 





A. : 
















NO, 


Sections 


Anticipated Enrollment 




Courses Offered 


1st Yr. 


- 


2nd Yr, 


19 - 


3rd Yr, 


15 - 


In Program 


'^Sections 


Enrollment 


Sections 


Enrollment 


Sections 


Enrollment 


































\ 














""t 











V, Attach outline of Progr^im (Coui^es), Content, Length of Program, and Instructional Plan 
VI, Number of Professional P^rsonnelX and Teaching Certificate Endorsement: wmnber 

VII, Cost of Implementing and Maintalnm^ .Progra^n for the First, Second, and Third Years 

PROJECTED COST OP NEW PROGRAM 



Cost Item 


% 

l&t^^ear 


2nd Year 


3rd Yer.r 


Salaries 






Y 


Travel 








Room Facilities 








Equipment 








Maintenance of Equipment 








Instructional Materials 








Instructional: Supplies 


■ ' I 


. J 




Other (List) 


■ ' • 1 ■ 




— — • — ^ — ' — 1 




S : t: 


/ 




Total 










" . till 1 
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VOCATIONAL EDUCATION MANAGEMENT INFORMATION SYSTEM - VEMIS 



^Phase 1) 



SECTION 3 



\ (a) Application for State Aid * 

(6) List of Approved Pyograms in 
Vocational Education 

(c) List of Reimbursement Rates^ for 
School Divisions 



0 



342 . -J 



! 
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SECTION 3 : APPLICATION- FOR STATE AID 



Section 3 deals with the application for State Aid for regular 
Vocational Education course offerings indicated in Section 2 (Schedules 
la - If). An application form (VEMIS - SCHEDULE NO. 10) titled "Appli- 
cation for State Aid from Virginia Vocational Funds for Additional Cost 
for Regular Programs, Schedules la - If" is included in this package* 



Completion of FORM VEMIS - SCHEDULE NO. 10 

All items are self-explanatory. Information given on Schedule 8 
and Schedules la - If are used completing the items dealing with the 
aid requested. . 
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'WEMlS^- SCHEDULE NO. 10 
Submit ? copies 
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PRELIMINARY APPLICAT;I0N FOR STATK AID FROM VIRGINIA VOCATIONAL FUNDS 
FOR ADDITIONAL COST FOR REGULAR PROGRAMS, SCHEDULES la- if 



Date 



The School Board of - 

hereby applies for State Aid from the Vocational Funds as follows: 



County or City 



Attach to this application Schedules No. la-lf,thru 8, and the Five Year Updated 
Plan, 



\ 


Do Not Fill In 




Aid Requested 


Aid Approved 


★Additional Funds to School Division (FTE) 
Total FTE' Students 




/ 



Program Field 
Agriculture 
Business 
Distributive 
Home Ecojjomics 
Industrial Arts 
Trade & Industrial 
★TOTAL 



No. .PTEs 



Additional 
Funds 



The School Board for 

ditions set forth on the reverse side of this sheet. 



agrees to the con- 



Division Superintendent of Schools 



for FY 



to be 



The above preliminary application is approved for 
reimbursed to the said school board on f6rms provided by the Division of Vocational 
Education^* State Board of Education in accordance with the terms of the approval , 
subject td'tVe students being enrolled in the identified courses. 

Signed_^ 



Date 



^ ^hesc figt»rcs shouUl be the same. 

ERIC . 
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CONDITIONS 



1. Submit this application in duplicate. 

2. Submit, with application, Schedules la-lf, (in duplicate); 
Schedules "N'o. 2a-2f, 3a-3f, 4 (one copy); Schedules No.' 
5, 6 (three copies each); Schedules No. 7 and 8 (one copy, 
each), along with one copy of the Five Year Updated Plan, 

3. The School Division certifies that each vocational program 
meets the program standards. 

) 

4. J[t is agreed that necessary student accountings/teacher 
assignments, and financial records will\5eo;?^ided for 
the State Department of Education at specTfied intervals 
for a determination of whether vocational fundsf continue 
to be used for the purpose provided under this approval. 

5. In case the vocational education program or any phase 
thereof is discontinued, the State and Federal Education 
agencies are to be refunded a fair proportion of the funds 
advanced to the locality under the terras^of this application. 

6. Applications for State aid on cate^^ical items shall be 
submitted individually on forms available for these purposes 
for the next fiscal year. 

7. In the event of insufficient State funds for additional costs 
for regular programs, reimbursement will»be prorated accordingly, 



ERIC 
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Diviaion of Vocationil Education 
State Department of Education 
Richmond, Virginia 



LIST OF APPROVED PROGRAMS IN VOCATIONAL EDUCATION 



I . Agricultural Education Occupational Programs 



O.E. Course Required *MaxijDui 
Class ' Name of Program * Code Courses for each Program Students 



010100 


Agricultural Production 


8010 
8012 
8014 


Agricultural Production 111 
Agricultural Production IV 
Agricultural Production V 


20 
20 
20 


010200 


Agricultural Supplies 
and Services 


8024 


/\gr icu 1 u u L a 1' DujbinebS iii 
Agricultural sBusiness IV 


i!) 

15 


010300 


AgrlcultuEl Mechanics 


8016 
8018 
8020 


> 

Agrlcuiturai Machinery bervices iii 
Agricultural Machinery Services IV 
Agricultural ^Machinery Services V 


15 
15 
IS- 


010400. 


Agricultural Products 


8028 
8030 
8032 


i 

Agricultural Processing and Marketing III 
Agricultural Processing and Marketing IV 
Agrjrcultural Processing and Marketing V 


IS 
IS 
IS 


010500 


Ornamental Horticulture 


8034 
8036 
8038 


Ornamental Horticulture III 
Ornamental Horticulture IV ^ 
Ornamental Horticulture V 


20 
20 
20 


010600 
010700 


Agricultural Resources 
or 

Forestry 


8040 
8042 
8044 
(List 


Natural Resources Management III 
Natural Resources Management IV 
Natural Resources Management ' V 
under the most appropriate 'OE Code.) 


15 
IS 
15 


019900 


■4 

Other - Agriculture 


8006 
8008 


Agricultural Science and Mechanics I 
Agricultural Science and Mechanics II 


20 
20 




• 

• 


8050 
8070 


Agriculture - Special Needs 
General Mechanics - Special lfe<*Lds' 


15 
15 


Agricultuial Orientation and Explora 


tion Programs 





_J - ■ - - . • 

O.E. , Course Required *Maxiirr 

Class Name of Program Code Courses for each Program S tuden 

Exploratory Agriculture - Grade 6 llO 

Exploratory Agriculture - Grade 7 1 20 

Exploratory Agriculture - Grade 8 '20 
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019999 Exploratory or 8002 
Orientation 8003 

8004 



* Maximum Number of Students Per Class. 
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111. BuBlness Education Occupational Programs 



O.E. 
Class. 



Name of Program 



Course 
Code 



Required *Maximun 
Courses for each Program Students 



14.0100 Accounting and 

Computing Occupations 



14.0200 Business Data Proces- 
sing Systems Occupations 



14.0300 Filing. Office Machines, 
General Clerical Occupa- 
tions 

Reprographics 



14.0100 Office Services 
14.0300* disadvantaged 
14.0400 ' 
14.0500 

14,0700 Stenographic, Secretarial 
and Related Occupations 



14.0900 Typing and Related Occu- 
pations 
14.0200 Keypunch Operator 



1 



14.9999 



ERIC 



Business 
"^^^ Exploration 



6110 
6151 
6340 
6350 

6110 
6151 
6311 
6315 
6410 

6110 
6151 
6640 
6650 

6110 
6151 
6710 
6720 

6110 
6151 
6154 
6311 
6330 
6410 

6740 
6741 
6742 



6110 
6151 
6250 
6260 

6110 
6151 
6154 
6211 
6215 
6410 

6110 
6151 
6159 
6160 

6110 
6151 
6154 
6410 
6109 
6320 



General Business 
Beginning Typewriting 
Clerical Accounting I (block) 
Clerical Accounting II (block) 
or 

General Business 
Beginning Typewri?ting 
Bookkeeping , beginning 
Bookkeeping, Advanced 
Office Practice 

(general Business 

Beginning Typewriting 

Business Data Processing I (block) 

Business Data Processing II (block) 

General Business 
Beginning Typewriting 
Filing I or 6660 Reprograph I 
Filing II or 6670 Reprograph II 
or 

General Business 
Beginning Typewriting 
Advanced Typewriting 
Bookkeeping ) or 
Recordkeeping) 
Office Practice 

Office Services I (block) 
Office Services II (block) 
Office Services Ill^(block) 



25 
30 

25 

25 
30 
25 
25 
25 

25 
30 
15 
15 

25 
30 
25 

^25 

25 
30 
25 
25 
25 
25 

15 
15 
15 



General Business 
Beginning Typewriting 
Stenography I (block) 
Steno.JI (block) or 6730 Med.Of f .Pro. 

or or 6735 Leg. Off. Pro. 

General Business 
Beginning Typewriting 
Advanced Typewriting 
Shorthand , Beginning 
Shorthand, Advnnced 
Office Practice 
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General Business 
Beginning Typewriting 
Clerk-Typist I (block) 
Clerk-Typist II 

or 

General , Business 
Beginning Typewriting 
Advanced Typewriting 
Office Practice 
Business Exploration 
Accounting 

Office Supervision and 
Management 



25 
30 
25 
25 

25 
.36 
25 
25 
25 
25 

25 
3.0 

25 
25 

25, 
30 
25 
25 

25 

25 

25 



80 



IV. Distributive Education Occupational ProRrams 



O.E. 

Class 



Name of grogram 



Course Required, 
Code / Courses for each Prpgram 



040200,040300, 

040500,040600, 

040700,040800, 

040900,041000, 

041100,041500, 

041600,041800,. 

049900 

041600 

04b600 



Occupational Prepara - 
tion Programs (Coop) 

DE Coop. Program ' 



Petro-leum Marketing 
Food Distribution 



040200,040300, Marketing 

040500,040600, 

O^«O7O0,040300, 

O^!C9O"0,C4l0b0, 

CA11C0,C41500, 

041600,041800, 

049900 

' CA0200, 040300, Senior Marketing 

040500,040600 
•C'-07nO, 040000, 

060900^041000, 

041100,041500, 

041600,041300, 

C49900 • - 



8120 'DE II (Grade 11) 

8130 . DE III (Grade 12) 

8140 DE II Disadvantaged 

8141 DE III Disadvantaged 



8148 *Petjloleum Marketing 

8142 '*Food Distribution 

8132' Marketing I 
8134 . Marketing II 



8136 Senior Marketing 



15 
15 
15 
15 



15 

15 

20 
20 



20 



V. Dl3trlbutlve Education Orlentati,on and Exploration Programs 



O.E. 



Name of Program 



Course Required 
Code Courses for each Program 



Tlixlmum 
Students 




0^^0200,040300, 
.040300,040600, 
OA07rO, 0403^0, 
040900,041000, 
041100,041500, 
041600,041800, 
049900 

040200,040300, 
040500,040600, 
040700,040800, 
040900,041000, 
C« 1100,04 1500; 
CA1600, 041800, 
049900 . 



Education for Employ- 
ment 



DE I Preparatory 



'8104 Education for Employ. (Grgde 7) 20 

8106 Education for Employ. (Grade 8) 20 

8108 Education for Employ . (Grade 9) 20 

8157 Educa.'for Employ. (Grade_7 Dl^sad.)15 

8158 Educa. for Employ. (Grade' 8 Dlsad.)15 

8159 Educa. for Employ. (Grade 9 Dlsad.)15 



8110 DE I Preparatory 



20 



* Courses approved for special school divisions. 
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V. Distributive Education Orientation and E?cploratlon ProRrnmsCCont 'd) 



\ 



f 



O.E. ' 




Course 


Required 


Max 1 miim 

1 ICl ^ X Mi Ulil 


Class 


Name of Program 


'Code 


Courses for each Program 


Students 


040200,040800, Fashion Merchandising 8144 


Fashion Merchandising 


20 


040700,041100 Hotel-Motel Manage- 


8146 


^Hotel-Motel Management 


20 


041500,041800 ment 




049900 


Radio & TV Broad- 


8161 


*Radio and TV I 


20 




casting 










8162 


Radio and IV :l 


• 


Home Economics Occupational Programs 








O.E. 




Course 


Required * 


Maximum 


i ass 


Name of Program 


Code 


Courses for each Program 


Students 


OQ 0701 


unxia uare oervices 




Child Care Occupations I 


15 






8286 


Child Care Occupations' II 


15 


09.0202 


Clothing Services,^ , 


8280 


Clothing, Occupations I 


15 






8281 


Clothing Occupations II 


15 


09.0203 


Food Services 


OL 1 J 


Food Occupations I 


15 






OL l\J - 


Food Occupations M 


15^ 


09.0204 


Home Furnishings Services 


8295 


Home Furnishings Occupations 1 


15 


09.0205 


Home and Institutional 




/Home and Instit, Occupations I 


15 




Services 




^^Recommended Prerequisite: 










consumer and Homemaking I 6t II 




Consumer 


and Homemaking Programs 








O.E. 




Course 


Required 


Maximum 


Class 


Name of Program 


Code 


Courses for each Program 


Students 


C9.0101 


Consumer & Homemaking 


8230 


Homemakinj» X 








8 2 AO 


Homemaking II 


OA 

20 






8250^ 


Homemaking III 


20 




Family Living 


8270 


nomemaKing v v.*^on-bequentiai j 


on 


C9.0102 


Consumer and Homemaking 


823P 


Homemaking I 


20 




Child Development 


8240 


Homemaking II t 


20 






8284 


Child Development - 18 veeks 


20 


09.0103' 


Clothing Management 


8230 


Homemaking If 


20 



ERIC:ourses approved for special school divisions. 
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VII. ConHumc r nnd 1 lo mcmaklnK ProK m mH (Cont 'd) 



82> 



().!•:, 



Natne of Program 



CourHC 
Code 



Rjaqulred MaxIiiUii 
Courses for each program Student 









\\\JM\K>\\\^lrs t WjL 1 ^ 


20 ( 






8274 


1 (J 1.1 1 ^ 1 Ifi^ 1 Kill uiSt^tUdl L wd«/s.n 


20 


09.0104 


\J\ / • t O ViA Itl^^ A» ^ A A III ^ ^ 47 


8230 


1 IV^lll^lltofV ^ 11^ ^ 


20 


and 




8240 


UriTnOTTiJj W i no TT 

1 l^J Illv^llt^IV i. Ills 


20 


do.iiios 




8271 


f 'nn 1^1 imp T* Frnnnmi^'fl — 










Home Management - 18 weekH 


20 


09.0106 


Marrlasie and the Famllv 


8230 


i 

Hom^TTiak 1 nc T 


20 






8240 


HninPTnAkinc' T T 


20 






8272 


\\rtt\7kq(* TKTiA ^hp Fatnilv-lft wkfl. 


20 






f 




09.0107 


Food Management 


8230 


HomemaHing I 


20 






8240 


" Homemaking II 


20 






8273 


Food Management • 18 we^ks 


20 


09.0109 


Home Furnishings and 


8230 


Homemaking I 


20 




Housing 


8240 


Homemaking II 


20 






6297 


Home Furnishings and Housing - 


20 








18 weeks 





VIII, 



Home Economics Orientation and Exp^loration Programs 



O.E. 

Class 



Itame of Program 



Course 
Code 



Required 



!ia/. imun 







(Non-Sequential, Offerings) 




? • 






09 


0999 


In^rmediate Consumei!: and 


8205 


Homemaking Grade 


6-18 weeks 


25 






Homemaking 


8206 


Homemaking Grade 


7-18 weeks 


25 








8207 


Homemaking Grade 


7 - Less 


25 






• 




than 18 weeks 












8208 


Homemaking Grade 


7 36 veeks 


25 








8210 


Homemaking Grade 


8-18 weeks 


25 


09. 


0199 


Home Economics - Dlsad. 


8220 . 


Home Economics - 


Adapted 


15 






(HomeHiaking)- 




Disadvantaged 


36 weeks 




09. 


0999 


Home Economiq^ 


• 8221 


Home Economics - 




15 






Occupational-ExploraCicm or 




Occupational -Exp 


Loration or 












Orientation - 36 


weeks 





ERIC 



O.E. 

Class 



109999 



Na<ne o| Program- 



Course 
Code 



Required Maximuni 
Courses for each Program Student 



Industrial Arts 



84^1" 
8462 

8463 

8431 

8425 
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Exploring Techn. (18-36 wks.) 25 

Modern Industry and Techn. 25 
(7-9 grades) 

American Industry, (7-9 grades) 25 

The World of Construction 1 25 
(7-9* grades) 

The World of Manufacturing II 25 

(8-10 grades) ^ 



J[X. Industrial Arts Orientation and Exploration Programs (Cont^d) 



O.E. 
Class 



Name of Program 



Course Required Maximum 

<:ode - Courses for each Program Studeq ts 



8415 The World of Coimmnlcatlons 
(9-10 grades) 



25 



8445 The World of Transportation 
(9-10 grades) 



X, Trade and Industrial Education Occupational Prj^nrams 



25 



diss Name of Program 



17.0100 Alir dndltloni^ng and 
Refrigeration 



17.0301 Auto Body Repal 



17.0302 Auto Mechanics 



17*3300 




17.2601 Barberipg ' 



17.1004 Bricklaying 



17.1099 Building trades 



17.1001 Cablnetmaklng and 
Carpentry 



,17,0700 Conmerclal Art 



17.2900 Commercial Foods 



C8^|^rcial Sewing 



ERIC 



Course 
Loae 


\ Kequirea 
Courses for each Program 


Maximum 
Stuaenci 


8503 


Air Cond J & Refrig. I \^ 


20 


Oca/ 


Air Lond* « ivetti-g. xj. 


20 


8505 


Air Lona» « Reirig. ll± 


20 


8676 


Auto Body Repair I 


20 


OO / / 


Auco Doay Kepaxr ii 


20 


8678 


Auto oooy Kepair iii 


20 


8506 


Auto Mechanics I 


* 20 


O C A T 

8507 


Auto Mechanics ii 


20 


8508 


Auto Mechanics III 


20 


8509 


Barberlng L 


15 


O C 1 A 

8510 


Barberlng ii 


15 


8511 


barberlng Hi ^ 


.15 


8512 


Brlckl;iying I 


20 


g51 3 • 


Brack lay ing ii 


20 


8514 


Bricklaying III 


20 


8515 


Building Trades I 


20 


8516 


Building Trades II 


20 


8517 


Building Trades III 
> 


20 


8518 


Carpentry-Cabinet Making I 


20 


8519 


Carpentry-Cabinet Making II 


20 


8520 


Carpentry-Cabinet Making III 


20 


8570 


Commercial Art I 


20 


8571 


Commercial Art II x 


• 20 


8572 


Commercial Art III- 


20 


8521 


Commercial Foods I 


20 


8522 


Commercial Foods II 


20 


8523 „ 


Commercial Foods III 


20 


8524. 


Commercial Sewing I 


20 


8525* 


Commercial Sewing 11 


20 


8526 


Commercial Sewing III 


20 
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O.E. 

Class Name of Program 
17. Hq/ Cosmetology 




17.1200 Dlresel Mechanics 

17.1300 Dirafting 

17*1400 Electricity 

17.1500 Electronics 

07^0303 Health Assistant Cluster 

* *Industrial /Cooperative 
Training 

17.1099 Industrial Maintenance 



Mechanics 



* * *Industrial Work 
Experience 



Course 
Code 


Required 
Courses for each Program 


Maximi 

O V. UUt; 


8527 


♦Cosmetology I 


20 


8528 


Cosmetology II 


20 


8529 


Cosmetology III 




8679 


Diesel Mechanics I 




8530 


Drafting I 


20 


8531 


-Drafting II 


20 


8532 


Drafting HI 


20 


8533 


N 

Electricity I 


20 


8534 


Electricity II 


20 


8535 


Electricity III 


20 


8536 


Electronics I 


20 


8537 


Electronics II 




8538 


Electronics III 




8561 


Health Assistant Cluster I 


15 


8901 


Industrial Cooperative Tr. I 


20 


8902 


Industrial Cooperative Tr. II 


20 


8575 


Industrial Maint. Mech. I 


20 


8576 


Industrial Maint. Mech. II 


20 


8577 


Industrial Maint, Mech. ill 


20 


8905 


Industrial Work Experience 1 " 


15 



17.2300 


Machine Shop 


8539 


Machine Shop I 


20 






8540 


Machine Shop II 


20 






. 8541 


Machine Shop III 


20 


17.1099 


Maintenance anci Repair 


8542 


Maintenance and Repair i 


20 






8543 


Maintenance and Repair II 


20 






8544 


Maintenance and. Repair III 


20 


07.0904 


Medical Assistants 


8545 


Medical Assistants I 


15 






8546 


Medical Assistants II 


15 




* 


8547 


Medical Assistants III 


15 


17.2300 


Metal Trades 


- 8548 


Metal Trades I 


20 






8549 


Metal Trades II 


• 20 


t 




8550 


Metal Trades III 


20 


17.9900 


Mine Machinery Repair 


85^13 


Mine Machinery Repair I 


20 






.. 8581 


Mine Machinery ilepair II 


• 20 






8582 


Mine Machinery Repair III 


20 



7 * List students by. Occupational Code 



ERIC 
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1 ■ 85 - 

X. Trade and- Industrial Education Occupational Progrnm3(Cont'd) 

0»E. Course Required Maximum 

Class Name of Program Code Courses for each Program Stude nts 

07.0303 Nurses' Aide 8560 Nurses' Aide I ' 15 

17.1007 Plumbing 8551 Plumbing I 20 

8552 Plumbing II n 20 

8553 Plumbing III 20 



1 / • JiUU 


Power Mechanics 




8554 


Power Mechanics I 


on 








8555 


Power Mechanics II 


on 
ZU 








8556 


Power Mechanics III 


20 


07.0302 


Practical Nursing 




8557 


Practical Nursing I 


ID 








8558 


Practical Nursing II 


15 








8559 


Practical Nursing III 


15 


17. 1900 


Printing 




8660 


• 

Printing I 


on 
ZU 








8661 


Printing II 


on 
ZU 








8662 


Printing III 




17.2300 


Sheet Metal 




8663 


Sheet Metal I 


20 








8664 


Sheet Me£al II * , 


20 








8665 


Sheet Metal III 


20 


17.3400 


Shoe Repairing 




8666, 


Shoe RepJairing I 


15 








■ , 866?'. 


Shoe Repairing II 


15 








86,68 


Shoe Rei^airing III 


15 


17.3300 


Tailoring 




. 8669 ' 


Tailoring I 


20 








8670 


Tailoring II 


20 








8671 


Tailoring III 


20 


17.2300 


Welding 




8^)72 


Welding I 


20 








8673 


Welding II 


20 








8674 


Welding III 


20 



XI. Trade and Industrial Orientation and Exploration Programs 



O.E. 

Class 



Name of Program 



Course 
Code 



Tlequired" "~" "Maximum" 

Courses for each Program Students 



17.9999 Industrial Career 
Exploration 

17.9999 Industrial Career 
Orientation 



8702 Industrial Career Expl. I 
8/04 Industrial Career Expl. II 

8701- Industrial Career Orient. I 

8703 Industrial Career Orient. II 



25 
25 

25" 
25 
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i ' 1975 - 1976 ^Jf. 

REIMBURSEMENT' RAXES FOR C^Vi'EGORICAL FUNDING UNDER 
/• ^ PART B OF TllE ACT 



Local school divisions in Group I are eligible for 60% re inilytfts extent of 
approved costs for the extension of contracts, travel, equip^^fnt, adult 
education programs, etc, and 50% of the approved amount of eligible 
costs for construction activities. Divisions in Group II are eligible 
for 55% reimbursement of approved costs for the extension of contracts, 
travel, equipment, adult education programs, etc, and 45%. of the approved 
amount of eligible costs for construction activities. Divisions in Group III 
are eligible for 50% reimbursement of approved costs for the extension 
of contracts, travel, equipment, adult education programs, etc. and 40% 
of the approved amount of eligible costs for construction activities. 



Group I 



Accomack 



Alleghany 

Amherst 

Bland 

Brunswick 

Buchanan 

Cape Charles 

Carroll 

Charles City 

Charlotte 

Chesapeake 

Craig 

Dickenson 

Dinwiddie 

Floyd 

Franklin Co. 

Frederick 

Fries 

Grayson 

Greene 

Greensville - Emporia 
Halifax - South Boston 
Hampton 
Henry 



Lee 

Louisa 

Lunenburg ^ • 
Mecklenburg 
Nelson 
Newport News 
Northampton 
Norton 
Nottoway 
Pittsylvania 
Portsmouth 
Poquoson 
Prince George 
Pulaski ' 
Rockbridge- 
Russell 
Scott 
Smyth 

Southampton 

Suffolk 

Sussex 

Tazewell 

Washington Co. 

Westmoreland 

Wise 

Wythe 
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Group II 

Amelia 

Appomattox 

Augusta 

Bedford 

Botetourt 

Bristol 

Buckingham 

Buena Vista 

Campbell 

Chesterfield 

Clifton Forge 

Covington 

Cumberland 

Danville 

Franklin City 

Giles 

Madison 

ItontgoPicr^r 

New Kent 
Norfolk 
Northumberland 
Page 



Group III 

Albemarle 
'Alexandria 
Arlington 
Bath 
Caroline 
Charlottesville 

Clarke * 
Colonial Beach ^ 
Colonial Heights- 
Culpeper /\ 
Essex * i 
Fairfax 



' i'atri|:^l5 ^ 

.TeterjC'intrg 

/powhtitan 

I Prince William 

' ' Radfiord 

' / RipbiTTond County 

j Ro^anokc City 

^ Roan'dke - Salem 

/ , R^O'kingham 

I • S^il^enandoah 

; ; Sjpotsylvania 

i Itlalford 

/ ' Virginia Beach 

I ;; fjaynesboro 

^ / York 

. f- viroi>ewell 




Falls Church^' 
Fauquier 
Fluvanlia 
Fredericksburg' 

Galax . ^ ,^* - 
Gloucester;/ * ' 
Goochla»m/ * 
Hanover - 
Harriso|ibifrg • 
Henricij' ; 
HighXjSluU, 
Isleiol "Wight 
Kin/ George 



King 6c Queen 
King William 
Lancaster 
Lexington 
Loudoun 
Lynchburg 
Martinsville 
Majihcws 
Middlesex 
Orat^e 

Prince Edward 
Rappahannock 
Richmond City 
Staunton 
Surry 

Harr:en f , 
West Point 
Williamsburg • 
Winchester 



James City Co. 
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APPENDIX G 



REPORT ON FACILITY ULITIZATION STUDY 



m 



Development and Field-test of Facility Utilization Informatflon Component 



INTRODUCTION 

An Overview of VEMIS-V 

The development of the Vocational Education Management Information 
System for Virginia called VEMIS~V is a joint effort by the Virginia , - 
Department of Vocational Education and the Division of Vocational and 
Technical Education, Virginia Polytechnic Institute and State University. 

VEMIS-V consists of three phases. The first phase deals with 
vocational education program planning* Information on vocational educa- 
tion program purposes and activities, fiscal budget, resource requirements, 
and enrollment projections is collected from each LEA in the state. The 
program planning phase has been discusse^ in greater detail elsewhere,"^ 
A subsystem called STUDENT has been developed to aid the localities ia 
making a reasonable estimate of enrollment projections. Information 
collected thro^gh STUDENT would help to ascertain students' interest in 
various vocational programs. STUDENT subsystem is planned to be imple- 
mented during the 1974-75 year. 

The second phase of VEMIS~V is the implementation and operation of 
the planned vocational education program activities. During this phase, 
the Vocational Education Reporting System or VERS collects student enroll- 
ment figures' in vocational education programs and student characteristics. 



{ 



1. Vi\^ekananthan, P.S. , Program Planning - Phase one of VEMIS. 
Fifteenth Annual Conference of Southern States Cbuncil on 
Educational Research and Statistics, El Paso, TX, Nov. 11-14, 1974. 
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VERS is a computerized , information system. It includes a follow-up 
phase of for|^t stude^^ts. A complete description of VERS can be found 



elsewhere. subsf^tem has been developed to collect vocational t-eacher's 

daily assignment information. This subsystem is implemented in the 

1974-75 year and Js part of the second phase of VEMIS-V. Information 

.collected throUgl^ VERS and teacher's daily assignment subsystem will 

aid the State Di,Vision of Vocational Education to determine amount of 

reimbursement to localities for vocational education act i vitie s^^\,. 

The third phase deals with annual eval'uation of vocational edJication 

program offerings. A manual has been developed and field-tested during the 

o 

1973-7A year. Procedure^ of evaluation have been described in the manual. 
Tlie manual ai^ localities in identifying the strei^gth and weakness of the 
programs. Information from the third phase will ]/e very valuable in 
making necessary plans of v^ational education^^m)gram offerings. 

The three pliases a^e interdependent. They form a cycle, phase 1 lead^ 
ing to phase 2 which leafls to phase 3, and phase 3 in turn leads to phase 1. 
A state wide picture of vocational education programs is obtained when a 
cycle is completed. This information helps not only in meeting federal • 



2i ViVckananthan, P.S. and ^.D. Oliver, VERS - Tlie Student Accounting 
Component of VEMIS-V. In R.L. Morgan, W.L. Ballenger,^ and J.E.S. 
Lav/rence (Ed) Management Information Systems for^Vocational Education : 
A National Overview , Technical Report 1, DASP Division, Center for 
Occupational Education, N.C. State University, Raleigh. 1974. 

3. * "Annu,U Local Evaluiilion of Vocational and Technical Education"', 
Procedures hnd forms for Conducting an annual evaluation of voca- 
tional and technical education programs. Division of Vocational 
Education, State Department of Education, Richmond, Virginia 23216 
0 . ' 
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reporting requirements, but also suggests actions needed to iii5)rove 
vocational education programs for coming years* 
Deficiencies in VEMIS-V 

It can be noted that VEMIS-V does not provide all necessary infor- 
mation of evaluation and for prpgram planning. There are deficiencies* 
particularly in the areas of facility utilization and man-power demand 

p.r:oj.ections. -^rocedures-^re- lacking- to ga the r i n vff n roT7 of existin g 

facilities and evaluation of existing space utilization. There is no 
information gathering mecanism to evaluate extent and efficiency of 
facility utilization. This proposal is addressed to meet the need by 
developing a facility utilization information subsystem. When this 
subsystem is developed it will become an integral part of VEMIS-V. 
Need for Facility Utilization Information 

In the Commonwealth of Virginia there has been a phenominal growth 
in the enrollment in vocational education courses during 1967-1972. Data " 
reported in the State Advisory Council Annual Report^ show that the average 
.annual percentage increase in vocational subjects has been about 16% as 
compared to less than 4% for all secondary schools and resulting in 78.56% 
increase over the 5 year period. Consequently the State Advisory Council 
on Vocational Education strongly recommended that the State Department 
of Education and the State Legislature appropriate larger funds for 
construction of vocational education facilities. 



4.. Third Annual Report, Virginia State^dvisory Council on 
Vocational Education, Nov* 1972* r 
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The surge for expansion and improvement of vocational education 
program offerings suggest that an assessment of the utilization of 
current vocational education facilities in Virginia bfe toade particularly 
before any expansion of facilities can be planned aiVd undertaken. "^In 
essence, facility utilization information is needed in terms of its 
capacity, its enrollment and its time of occupancy and use in a given 
period o^ time. Th is information willTie lp i mmen sel y in t h e as sessment 
of facility utilization in terms of .its efficient, economical operation. 
And yet, this information is rarely available in Virginia. This indicates 
a need for development of a system that will provide facility utilization 
information on a regular basis. 



1^ 



c 
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Study by VSACVE ^ 

The Virginia State Advisory Council on Vocational Education 
contracted with a consulting firm "to identify the basic factors that 
affect or influence utilization; the procedures that should be used to 
record and report such utilization," The purpose was "to conduct a 
limited utilization study with purposes as previously described," As 
a result^ the study ended up with a design rather than deve lapi nent of a 
facility utilization system. Additionally, the report says "that 
further effort need also be devoted to the determination of a method of 
computerizing the qualified compatible utilization data that could be 
obtained for reporting purposes*" Consequently, measures of utilization 
and criteria of optimum utilization have yet to be established. Computer 
softwares have to be developed* Information content have to be determined* 
In essence, a facility utilization system has to be developed* 



APPENDIX H 

FALL REPORT OF VOCATIONAL EDUCATION TEACHER 
(TEACHER DAILY ASSIGNMENT) 
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FALL REPORT OF VOCAYlpl^L EDUaXIOtr T2AC«U RS FOR TIE YKAK 

• - ^ 

IHSTRUCTIDNS ^ 



The ,*'Fall Report of Vop^iftondl Education Teachers" is completed by every 

lTi6"t r u ctx^ir^"egelr£ttg- aeto i v d^ry^^ociittoywri-^t^t^je gti o n c oargey^r— Sych-^ttehei^v^li 

receive tvo copies of the form froo the VERS Coordinator* One completed re^^ort 
is ^o be returned by Septeraber 20 to the V^KS Coordinator* Tne teacher will keep 
the second copy on file. The VERS Coordinator will send the forms by September 
25 to thS State Supervisor of the respec^tive vocational education program field. 

The report consists of nine items: 

Itcxas 1-5 fire self-explanatory. 

6. Daily Actlvif.' Chart . 

^' Asnirn-noo^-s by P»'rio!n . Preprinted. Put a bracket ({) 
arour.d the periods involving block periods. 

— Mtivif;^-oz Xour£ua-Cr.ft.- . R(^for to rha J:eachcr5 ! . Daily, ^arXC-' ^-'—^ 

Ceil List in c'r " \^.?S Teachers* Guide. V7rite the rporopr5 ' 
of the activity or the course. If the activity is not listed 
the Teoch'*rs' Daily Assignment Code List, mark XXXX. 

C* Activity or Coisvce Title . From the code list, write tac approf 'xi^.a 
activity or course title. If the activity is not listed, describe 
the activity. If you have two or more activities during the ycxiod^ 
list each c^cilvity., 

I/ongth of Fcr'o^lc in Minutes, V?rite in the length of clas? perlcdc. 
For pre-cchool period and post-school period activities, esLi:n*:,\ 
activity duration in minutes. 

' / 

2. ih'T bcr of Pcrio'js n ^'cfkl Write the nuEi>er of pcrioJf? in i\ "-^^ : 
you have thci Lccivity nptcified in Col, C, 

F. i h'urt^er of Students Each pWiod .* 

♦ 

^* Coop . WiTite the number of cooperative ^students you te< ch 
during the period. 

^ 2. Non-Cocp . \/rtte the number of non-cooperative sLudents 
you £each during the period. 

C< 1 1> t-^' . '^eion. If your teaching certificate is endo/«^0 Lo 
teach thi: courre or do Che activity specified in Coitirm 
' pur a ch r/. ti^'k (vO under "yes". If you arc not cerrlfioi^ 
wiien cortii lc.1t ion ir> mandatory, put a check mark {;/) uadrr 
"no**. It no ctrtif lection is necessary, write NA (ftot 
applicable). JO.N'T LEAVE A BLANK. 

7. Teacher -Ccor *' r^ ^" Travel Budp.ct . Write the amount approved tor 
travel for coor^^ ^r^ation activities. 

. S« Adult $u 7pj/' . If you are on /.dnlt supplement, chc^'k Lhc» .'np^-oi *i 
nvjiOcr Oi hour^. Art«\ch pinn.for ynur ailult supplomf^ai rx. 'vj 
pl''-n,l-i outline forr., i:iclu'i<s typ^i, of activities such nr, oi . 
instruction, bupfrvulon, promption, design and devcloprocut. » 
aent for /.dult .riimo and percentage of cimc spent on crc.\. , 

9. Sponger of *^tuJt*n t Vocational Organiy.ation. If you' are a spousor ox 
a student vocatiorai organization such as DECA, VICA, ^BIA, FrA, i'HA, 
• or VIASA, mni'k "y«»r.". Otherwise, mark "no". 

10". Signature. Slj^n your noroe verifying the information n^von on ( *x»( 



3S4 

?,l£ASZ KErURN THE COMPLETED FORM TO YOUR V.KI.S COORDINATOR ON OR n&i'Oi^E SU aI . , t.^ 



